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AR240 Managing Customer Billing, Receivables and Customer
Payments - DBF

Course Overview

The AR240 Managing Customer Billing, Receivables and Customer Payments - DBF course
discusses the Order-to-Cash (OTC) cycle for Maryland State Treasury paymentsand grant
paymentsand tracking employee advances (payrolland travel) using GEARS Billing (BI) and
Accounts Receivable (AR) modules

Thiscourse discusses processing of customer billing, receivables, and payment transactionsin
GEARS for the following typesof transactions for Department of Budget and Finance DBF:

e Process employee advances (payroll/travel)

e Process paymentsonline using direct journals or loaded from MD State T reasury
(interest, ashestos, federal tax liens, landlord tenant, and grant wire payments)

Course Outline
The following sections and lessons provide step-by-step instructionson processing revenue
allocation and payment recording for DBF transactionsin GEARS.

e Course Audiences and Prerequisites

Lesson 1: Understanding Payment Processing

Lesson 2: Processing Employee Payroll " Advances"

Lesson 3: Processing Payments Interfaced from MD State T reasury
Lesson 4: Recording Revenue via Direct Journal

Lesson 5: Processing Revenue Refunds

Course Summary

Course Audiences and Prerequisites

Audience(s)
The Judiciary audiences for thiscourse are:

e AOC Department of Budget and Finance - Revenue Division

GEARS Role(s)
Thiscourse is intended for Judiciary employees with the following GEARS role(s):

e Bl Customer Maintenance

e BI Specialist
e AR Specialist

Prerequisites
Therecommended prerequisites for thiscourse are:
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e INT100 Introduction to GEARS
e AR100 Understanding GEARS Billing and Accounts Receivable Processes

Lesson 1: Understanding Payment Processing

Lesson Overview

Department of Budget and Finance processes direct journals and regular paymentsto record AOC
and grant transactionsin GEARS Accounts Receivables (AR) and Billing (BI) modules.
Paymentsmay be processed (1) manually entered online, (2) through an interface (e.g., Maryland
State Treasury interface), and/or (3) through direct journals.

Lesson Objectives
After completingthis lesson, you will be able to:

e Understand Order-to-Cash (OT C) business units
e Understand billing
e Understand deposits and payments

e Understand direct journals
e Understanding the Receivable Update (ARUPDATE) process

1.1 Understanding Order-to-Cash Business Units
After completingthis topic, youwill be familiar with:

e GEARS Order-to-Cash (OTC) business units

e How a business units are used to process Judiciary Billing and Accounts Receivable
transactions

BusinessUnits

In GEARS, a business unit representsa collection of transactions. Each GEARS module
(General Ledger, Accounts Receivable, Billing, Accounts Payable, etc.) has its own business unit
structure. For OT C specifically, a business unit representsa collection of invoices while a
receivable business unit represents acollection of customer balances. The Billing and Accounts
Receivable business units are configured to use the same value (representedas "JUDXX" where
"XX" representsthe batch agency).

In GEARS Billing and Accounts Receivable modules, there are several categories of business
units:

e Judiciary

e District Courts
Circuit Courts
AOC

Ticket Processing Center
Grants
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A description of each business unit typeis provided in the table below.

‘OTC Business Unit Description

Also known as "MDJUD". This business unit is the default business unit which is used to track all
accounting entries in the General Ledger. This business unit is also known as the “Business Unit
GL" on seme Billing and Accounts Receivable pages.

Judiciary
Accounts Payable also defines an "MDJUD" business unit to track payable obligations that interact
with the State.
There are twenlyfive (25) business units defined to track the revenue and payment activity for each
district court (24), and headquarters (1)

(i o Each business unit is defined as "JUDXX", where the "XX" represents the Judiciary batch agency.
For example, "JUD53" represents Baltimore County District Court and "JUD50" represents
headquarters.

There are twenty-four (24) business units defined to track the revenue and payment activity for each
circuit court (24)
Circuit Court

Each business unit is defined as "JUDXX", where the "XX" represents the Judiciary batch agency.
For example, "JUDO6" represents Carroll County Circuit Court
There are two (2) business units defined ("JUD25" and "JUD36") to track the revenue and payment
Administrative Office of the Courts activity for AOC.

(AOC)

Each business unit is defined as "JUDXX", where the "XX" represents the Judiciary batch agency.

One (1) business unit ("JUD77") is defined to track the revenue and payment activity forthe Ticket
Processing Center.

One (1) business unit (GRANT) is defined to track the revenue and payment activity for Grants |
Billing

Ticket Processing Center

Grant Billing

1.2 Understanding Billing
Billing is the process of recording revenue to be collected from Judiciary customers.

After completingthis topic, youwill be familiar with:

e thepages used to view/enter/modify invoices and bill lines in GEARS Billing.

After reviewing the topic overview, begin the simulation by clicking the Try It! buttonin the
UPK Player.

A bill is aninvoice to a customer who owes the Judiciary money. Each bill has a header and at
least one hill line. Bill lines contain what you are billing for, the amount, and the revenue
accounting information. In GEARS, AOC billing is created for the following processes:

e Online Entry - manual entry of an invoice by a GEARS user

e Grants Management- grants management transactionsthat result in bills/invoices are
loaded into GEARS Billing

The following tables list the bill statuses, bill type identifiers, and invoice form listed on a hill.

Bill Status - Invoices (bills) in GEARS may be assigned various statuses based on the state of
that invoice. The Bill Statuses in GEARS Billing are as follows:
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Bill Status Description Code in GEARS Billing

1. Canceled CAN
2. Finalized FHL
3. Hold Bill HLD
4. Invoiced Bill INV

5 New NEW
6 Pending Approval PND
7. Ready to Invoice RDY
8 Temporary TMP
9. Temporary Ready Bill TMR

GEARS

General Enterprise And Resource Support

Bill Type Identifier - bills are identified by a "Bill Type" in GEARS Billing. The Bill Typesin

GEARS Billing are as follows:

Bill Type Identifier Description Code in GEARS Billing

1. Employes Advances ADV
2. Bad Checks BAD
3. Bond Forfeiture BND
4. Data Conversion CNWV
5. Crminal Case CRM
6. Civil Case CWL
7. Deferred Payment OFR
8. Escrow ESC
8. Expenditure Credit EXP
10. Grants Management GM

11. Licenses LIC

12 Land Records LND
13 Local Revenue Disbursements LRY
14. Other OTH
15 Revenue Refund RFD
16. Traffic TRF
17. Transcrpt TRM

Invoice Form -the template used for printingthe invoice.

Page 4



o Training Guide
(*GEARS AR240 - Managing Customer Billing,
{_} General Enterprise And Resource Support Receivables and Customer Payments -

DBF
Invoice Form Description Code in GEARS Billing
1. Bad Check BAD CHECK
2. Bond Forfeiture BONDFORFTR
3. Deferred Payment DEFERPAY
4 Escrow ESCROW
5. Contracts Only GRANTS
6. No Print NO PRINT
7. Contracts Only PSICA
8. Projects with Contract Info PS/OM
9. Projects by Employee Name PS/PSAD
10. Projects by Project & Activity PS/PSADZ
11. Project Details PS/PSADS
12. Generic XML Publisher Example XMLPUB
13. Contract Only XP PS/CA
14 Genernc XML Publisher XP PS/GEN
15. Order Mgmt Example XP PS/OM
16. Projects with Contract Info XPPS/PC
17. Projects by Employee Name XP PS/PSAT
18. Projects by Employee Name XP PS/PSA2
19 Projects by Project & Activily XP PS/PSA3
Procedure

In this topic, youwill review the pages used to view/enter/modify invoices and bill lines in
GEARS Billing.

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites : Main Menu > Biling > Maintain Bils
ENew Window [ Personalize Page & http
(—‘j Line - Info 1
.

unit: Jups2  Invoice: 0000000004 Pretax Amt: 103000 USD

Status: NEW A Invoice Date: 011042013 B cycem: DAILY Q

“Type: c & source: ucs Q “Frequency: Onee HE®
*Customer: JuD52 & subCustt: [ SubCust2:

Anne Arundel County District Court

“Invoice Form: NO_PRINT @ From Date: El 1o pate: B

Accounting Date: 0110472013 Bl pay Terms: IMMED A pay Methoa: Cash =
Remit To: BOA @ Bank Account: MAIN Q

sales: 52001 @ gill nquiry Phone: Q

Credit: DEFAULT @ coliector: [DEFAULT Q

Biller: DEFAULT Q. Billing Authority: DEFAULT Q

Goto Header Info 2 Address Copy Address

MNotes Express Enfrv

Summary Bill Search Line Search Navigation: [Header-info 1 = prev Next

& save | |{X ReturntoSearch | [[Z] Wotify | Refresh E Add Update/Display
Header - Info 1 | Line - Info 1
4 [l
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Step Action

1. The StandardBilling - Header - Info 1 page displays the invoice.

In this example, we are viewing Invoice # 0000000004 for customer, JUD52 - Anne
Arundel County District Court.

QlRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites  Main Menu > Bilng > Maitain Bils > Standard Biling
FNew Window [ Personalize Page &, http

< D Line - Info 1

unit: JuDs2  Invoice: 0000000004 Pretax Amt: 103000 usp

Status: NEW Q. Invoice Date: 0110412013 B cyclein: DAILY Q

Type: c A source: ucs Q  “Frequency: Onee HE®
Customer: HUD52 & subCustt: SubCust2:

Anne Arundel County District Court

“Invoice Form: NO_PRINT @ From Date: [ El 1o pate: [ B _
Accounting Date: 01/0412013 Bl payTerms: IMMED A pay Methoa: Cash =
Remit To: BOA Q@ gank Account: MAIN Q

sales: 52001 @ Bill inquiry Phone: Q

Credit: DEFAULT A coliector: [DEFAULT Q

Biller: DEFAULT Q. Billing Authority: DEFAULT Q

Goto Header Info 2 Address Copy Address

Motes Express Entry

Summary Bill Search Line Search Navigation: [Headerinfo 1 El [Prev  hed

&) save & ReumtoSearch| [S] Wotity | s Refresh | B+ Add Updateisplay
Header-Info 1 | Line - Info 1
4 e

Step Action
2. The Header - Info 1 page displays the general header information for invoices such

as:
- Unit (Batch Agency)

- Invoice (invoice number)

- Pretax Amt (total amount of invoice)

- Status (invoice status)

- Type (type of invoice)

- Invoice Date

- Customer

- Source

- Cycle ID (billing cycle)

- Frequency (e.g., Instaliment, once, Recurring)
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QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favortes : Main Menu » Biing » Maintain Bils > Standard Biling

FNew Window [ Personalize Page B, http

" Hagoer info 1 YAIATRIR
——

a3
1,030.00 USD *F

Header - Info 1 | Line - Info 1

Unit: JuDs2 Invoice: 0000000004 Pretax Amt:

Status: NEW @ Invoice Date: 0110412013 B cyclein: DAILY Q
“Type: c & source: ucs Q  “Frequency: Onee HE®
*Customer: JuD52 & subCustt: SubCust2:
invoice Form: NO_PRINT @ From Date: [ El 1o pate: [ B

Accounting Date: 0110412013 B payTerms: MMED A pay Methoa: Cash =
Remit To: BOA @ Bank Account: MAIN Q

sales: 52001 @ gill nquiry Phone: Q

Credit: DEFAULT @ coliector: [DEFAULT Q

Biller: DEFAULT Q. Billing Authority: DEFAULT Q
Goto Header Info 2 Address Copy Address
hiotes Express Enfrv =
[Summary Bill Search Line Search Navigation: [Header-Info 1 =l | Prev Next

[Search (Alt+1)
18 seve | & RetumtoSearch | ] Hotity | s Refresh | B+ Add Update/Display

Step

Action

- Invoice Form
- Accounting Date
- RemitTo

- Bank Account

Transfer)

Other header information key componentson the Header - Info 1 page include:

- Pay Terms (e.g., Immediately, Net 15, Net 90, Net 180)

- Pay Method (e.g., Cash, Check, Credit Card, Debit Card, Draft, Electronic Fund
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QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Bilng > Maitain Bils > Standard Bilng
FNew Window [ Personalize Page &, http
Unit: Jupsz Bill To: Jupsz Pretax Amt: 1,030.00 USD =
Invoice: 0000000004 Anne Arundel County District Max Rows: 5
Court
" Bill Line Find | View Al First ) 1013 O |ast
|dentifier Look Up Date: 01104/2013 5] HE
Seq: 5 Line: [ Net Extended: 1,000.00
Table: D @ |dentifier [TEST_CHARGE_CODE | @ pescription: Charge Code for Testing
Quantity: 1.0000 From Date: &=
Unit of Measure: EA Q To Date: B
Unit Price: 1,000.0000 Line Type: REV @ F Accumulate
Gross Extended: 1,000.00 Tax Code: QI Tax Exempt
Exempt Cert: Q
Less Discount: 000 Xempree
Plus Surcharge: 000
Net Extended: 1,000.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 1,000.00
Goto. Line Info 2 Tax Accountin D
Notes Express Entry
Summary Bill Search Line Search Navigation: Line-nfo 1 Bl [prev  Hen
[E save [\ Returnto Search [=] Notify i, Refresh Es Add Update/Dispiay.
Header- Infa 1| Line - Info 1

Step Action

TheLine - Info 1 page displays the bill lines for th

Inthis example, there are a total of 3 bill lines.

you are billing for (Identifier), theamount (Gross Extended), andthe revenue
accounting information (chartfields). Theinvoice may have one or more bill lines.

e invoice. Bill lines contain what
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QRACLE

| Workist | MufiiChannel Console |  Add to Favorites Sign out

Favorites © Main Menu > Biling > Maintain Blls > Standard Biling

Header -Info 1 Line - Info 1

FNew Window [ Personalize Page B, http

Unit: JuDs2 Bill To: Jups2 Pretax Amt: 1,030.00 USD

Invoice: 0000000004 Anne Aundel County District (2] [Z]  pax Rows: RS

Court

Bill Line Find | View Al First ) 10r3 O Last
Identifier Look Up Date: 010412013 |5 =
Seq: 5 Line: Net Extended: 1,000.00

Table: D @ |dentifier: [TEST_CHARGE_CODE @, pescription: Charge Code for Testing

Quantity: 1.0000 From Date: &=

Unit of Measure: EA Q To Date: 5]

Unit Price: 1,000.0000 Line Type: REV @ Accumulate

Gross Extended: 1,000.00 Tax Code: QT TaxExempt

Exempt Cert: Q

Less Discount: 000 xemptie

Plus Surcharge: 000

Net Extended: 1,000.00

VAT Amount 0.00

Tax Amount: 0.00

Net Plus Tax: 1,000.00
Go'to Line Info 2 Tax D
Hotes Express Entry
Summary Bill Search Line Search Navigation: Line -Info 1 Bl [prev ten

Save /. Returnto Search Hoti 5 Refresh By Add | |57 UpdateDisplay
v

Header-Info 1 | Line - Info 1

AR240 - Managing Customer Billing,
Receivables and Customer Payments -

DBF

Step

Action

The View All link allows you to see all bill lines on one page.

The number of bill lines is indicated in the top right corner of the Bill Lines section.

LIRACLE

| Workist | MufiChannel Console |  Add to Favorites |  Sign out

Favorites © Main Menu > Biling > Maintain Bils > Standard Biling

Header -Info 1 Line - Info 1

FNew Window [ Personalize Page B http =

Unit: JuDs2 Bill To: Jupsz Pretax Amt: 1,030.00 USD
Imvoice: 0000000004 Anne Aundel County District (2] [Z]  pax Rows: GRS
Court
Bill Line Find | View 1 First L 130f3 L (a5t
\dentifier Look Up Date: 01/04/2013 [[5) =}
Seq: 5 Line: Net Extended:
Table: D O igentifier: TEST_CHARGE_CODE |, pescription: Charge Code for Testing
Quantity: 1.0000 From Date: ]
Unit of Measure: EA Q To Date: =]
Unit Price: 1,000.0000 Line Type: REV Q ¥ Accumulate
Gross Extended: 1,000.00 Tax Code: Q[T TaxExempt
2 Q
Less Discount: 000 Exempt Cert o
Plus Surcharge: 000
Net Extended: 1,000.00
VAT Amount: 0.00
Tax Amount 0.00
Net Plus Tax: 1,000.00
Identifier Look Up Date: 01/04/2013 |[5] =
Seq: 6 Line: Net Extended:
Table: D | gentifier RCS100 @ pescription: [Test Vending
Quantity: 1.0000 From Date: £
Unit of Measure: Ex Q To Date: ]
Unit Price: 20.0000 Line Type: REV Q
[ tion, ind, SIC i %] Tax Code: Q
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Step Action

6.

QlRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favortes = Main Menu » Biing > Maintain Bils > Standard Biling
Exempt Cert: L N -

Less Discount: 0.00 ! B

Plus Surcharge: 0.00

Net Extended: 20.00

VAT Amount: 0.00

Tax Amount: 0.00

Net Plus Tax: 20.00

\dentifier Look Up Date: 01/04/2013 [ =

Seq: 7 Line: Net Extended: 0.00

Table: D Q  identifier: RCS200 Q. Description: Chain Store Accigent

Quantity: 1.0000 From Date: [

Unit of Measure: [Er e To Date: [

Unit Price: 10 Line Type: REV Q[ Accumulate

Gross Extended: 10 Tax Code: Q@ [” TaxExempt

Exempt Cert: N

Less Discount: 000 xempt e

Plus Surcharge: 0.00

Net Extended: 0.00

VAT Amount: 0.00

Tax Amount: 0.00

Net Plus Tax: 0.00

Goto LineInfo 2 Tax Accounting DiscountiSurcharge
Summary Bill Search Line Search Navigation: Line - Info 1 Bl [P Next

[ save L. Returnto Search Notify = ) Refresh B Add Updste/Display,

Header - Info 1| Line - Info 1

il

Step Action

7. Click the Accounting link.

Accounting
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QlRACLE

Workiist | MulliChannel Console | Add to Favorites |

Sign out

Favorites © Main Menu > Bilng > Maitain Bils > Standard Bilng
Unit: Jups2 Bill To: JuDs2 Pretax Amt: 1,030.00 USD B =
Inveice: 0000000004 Anne Arundel County District 2] [£]  pay Rows: 5 3 &
Court
Bill Line Find | view 1 First K 13073 O Last
sew 5 Line: Net Extended: 1,000.00
Identifier: RCS200 Description: Chain Store Accident
Bl Creates GL Acct Entries
Code ":‘:;" PCA Fund  Account Program AP Approp¥r  Dept Affiliate o percentage
¥ [El[revenve @ [cs2)@ [11010Q, [oon1@y [s483 @ 1101 (@ [a1100Q [ar2013Q Q a [ Ja 100,01
o | v
Percent: 10000 Amount: 1,000.00 Gross Extended: 1,000.00
Seq: 6 Line: Net Extended: 20.00
Identifier: RCS100 Description: Test Vending
Personaiize | Find | First Bl 10r1 O Last
Code ":‘:;" PCA Fund  Account  Progam  nPP™P  AppropYr Dept Affiliate fand Percentage =
[ [l |revenve @ [cs2)@ [11010Q [oooi@ (5463 (@ (1101 |@ [a1100Q [av2013Q Q a [ la 100.00
1 \ v
Percent: 10000 Amount: 2000 Gross Extended: 20.00
Seq: 7 Line: Net Extended: 10.00
Identifier: RCS200 Description: Chain Store Accident
=
Step Action
8. Accounting entries for ordinal bill lines and bill line adjustments display onthe
Accounting Entries page.

QiACLE
| wWorkist | MufiChannel Console |  Add to Favorites | Sign out
Favortes : Main Menu » Biling » Maintain Blls > Standard Biling
Unit: Jups2 Bill To: JuDs2 Pretax Amt: 1,030.00 USD B =
Invoice: 0000000004 Anne Arundel County District  [Z] (2] yay Rows: 5 3 &
Court
Bill Line Find | view 1 First K 13073 O Last
sew 5 Line: Net Extended: 1,000.00
Identifier: RCS200 Description: Chain Store Accident
Bl Creates GL Acct Entries
Bill Line Distribution - Revenue First K 1051 O Last
(G i 0l Reference Information
Code ":‘:;" PCA Fund  Account Program AP Approp¥r  Dept Affiliate o percentage
¥ [Fl[revenve @ [csz)ay [11010Q [ooo1@ [s463 @ 1101 |@ [a1100Q [av2013Q Q Q Q 100.0
< | v
Percent: 100.00  Amount: 1,000.00 6ross Extended: 1,000.00
Seq: 6 Line: Net Extended: 20.00
Identifier: RCS100 Description: Test Vending
Personaiize | Find | First Bl 10r1 O Last
Batch Approp. B Fund o
Code lagy PCA Fund  Account  Program b bP" Approp ¥r  Dept Affiliate i Percentage
[# [Fl[Revenve @ [csz)ay [11010Q [oooi@ (5463 /@ (1101 |@ [a1100Q [av2013Qy Q Q Q 100.00
< | v
Percent: 100.00  Amount: 2000 Gross Extended: 20.00
Seq: 7 Line: Net Extended: 10.00
Identifier: RCS200 Description: Chain Store Accident
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Step Action

9. You have successfully completedthe Understanding Billing in GEARS Billing.

You have learned to:

- review the pages used to view/enter/modify invoices and bill lines in GEARS
Billing.

End of Procedure.

1.3 Understanding Deposits and Payments

When customer paymentsare received they are recorded in the GEARS Accounts Receivable
module. Generally, paymentsare recorded on a single deposit. At the Judiciary, deposits are
created manually or through an interface. All deposits are recorded on a regular deposit. A
regular deposit is created through the following AOC related processes:

e Employee advances

e MD State Treasury Interface
e Grant Wires

Enteringdeposits through Regular Deposit entry providesa full range of payment identification
and search features that allow users to take advantage of the powerful payment worksheets.
Paymentsare identified as they are enteredindicating any customer or identifying information
used to match the payment with the open item.

Thistopic reviews how customer paymentsare recorded on a regular deposit.

After completingthis topic, youwill be familiar with:

e How customer paymentsare applied in Accounts Receivable
e Thepages used torecord a regular deposit in GEARS

To begin the simulation, click the Try It! button in the UPK player.

Procedure

In this topic, youwill review a regular deposit recorded in Accounts Receivable.
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Workiist | MulliChannel Console | Add to Favorites

0 New Window [ Personalize Page

[ save | =] Hotity

Totals | Payments

4 Refresh |

unitt  JUDS2 Deposit D: NEXT

“Accounting Date: 02/19/2013 |1l Control Currency: usd Q

*Bank Code: BOA Q  BOA Format Currency: usD Q

Bank Account: TEST Q003938704459 Rate Type:

*Deposit Type: © @ CASHCHECK Exchange Rate:

Control Total Amount: [ 1450 *count: [ *Received: [o2r1er2013 5

Entered Total Amount 000 Count: 1| “Entereg: [02r19r2013 5

Difference Amount: 000 Count -1 Posted:

Posted Total Amount: 0.00 Count: 0| Assigned: [kenver @
Journalled Total Amount: 0.00 Count o | user kenpi

s Add Update/Dispiay |

hitn

Sign out

hitp

DBF

Step

Action

deposit totals.

The Totals displays the accounting date, banking information, dep osit type, and

Favorites

Payments

. Main Menu > Accounts Receivable > Payments > Onine Payments > Regular Depost

Workiist | MulliChannel Console | Add to Favorites

0 New Window [ Personalize Page

unitt  JUDS2 Deposit D: NEXT

Accounting Date: 02/19/2013 |1l Control Currency: usd Q

“Bank Code: BOA Q  BOA Format Currency: usD Q

“Bank Account: TEST Q003938704459 Rate Type:

“Deposit Type: © @ CASHCHECK Exchange Rate:

Control Total Amount: [ 1450 *count: [ *Received: [o2r1er2013 5

Entered Total Amount 000 Count: 1| “Entereg: [02r19r2013 5

Difference Amount: 000 Count -1 Posted:

Posted Total Amount: 0.00 Count: 0| Assigned: [kenver @
Journalled Total Amount: 0.00 Count o | user kenpi

@ save | =] Hotity | |4 Refresh |

Totals | Payments

s Add Update/Dispiay |

Sign out

hitn

hitp
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Step Action

2. The unit displays at thetop of the page. The Deposit ID is assigned by the system
upon saving the deposit. If the deposit was created by interface, there would be a
Deposit ID already assigned.

QlRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu » AccountsReceivable » Payments > Onine Payments > Reguiar Deposit

ENew Window [ Personalize Page B, hitp

BEEEN  payments

unit:  JUDS2 Deposit D: NEXT
Accounting Date: 02/19/2013 |1l Control Currency: usd Q
“Bank Code: BOA Q  BOA Format Currency: usD Q
“Bank Account: TEST Q003938704459 Rate Type:
“Deposit Type: © Q@ CASHCHECK Exchange Rate:
Control Total Amount: [ 450 *count [ *Received: [o2r8r2013 5
Entered Total Amount 000 Count 1| “Entereg: [o2r19r2013 5
Difference Amount: 000 Count -1 Posted:
Posted Total Amount: 0.00 Count: 0| Assigned: [kenvor @
Journalled Total Amount: 0.00 Count o | user kenvpi
[5) save | [ Hotify | | Refresh s Add Update/Dispiay

Totals | Payments

Step Action

3. Other fields at the top of the page include the following:

- Accounting Date
- Bank Information (code, bank account)
- Deposit Type (check, credit card, grant wire)
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| Workist | MuliChannel Console |  Addto Favorites |  Sign out

Favorites : Main Menu » Accounts Receivable > Payments > Onine Payments > Regular Deposit
D New Windaw [ Personalize Page 1B hitp

Payments
unit.  JUDS2 Deposit ID: NEXT
“Accounting Date: 02/19/2013 |1l Control Currency: usd Q
*Bank Code: BOA Q  BOA Format Currency: usD Q
Bank Account: TEST Q003938704459 Rate Type:
*Deposit Type: © @ CASHCHECK Exchange Rate:
Control Totals

Control Data
gntrol Total Amount:

“*Received: 02119/2013 5]
Entered Total Amount: “Entered: 0211912013 |[5]
Difference Amount: 0.00 Count: -1 Posted:
Posted Total Amount: 0.00 Count: 0 || Assignea: ken.vpl @
Journalled Total Amount: 000 Count: 0 User: kenpd

@ save | =] Hotity | |4 Refresh | s Add Update/Dispiay |

Totals | Payments

Step Action

4. The Control Totals section displays the total amount of the deposit and the number

of payments (count) included in the deposit. The number of payments (count) must
equal thetotal controlamount.

| Workist | MuliChannel Console |  Addto Favorites |  Sign out

Favortes - Main Menu > Accounts Receivable > Payments > Onine Payments > Regubr Depost
D New Windaw [ Personalize Page 1B hitp

Payments
unit:  JUDS2 Deposit ID: NEXT L Beiei
“Accounting Date: 02/19/2013 |1l Control Currency: usd Q
*Bank Code: BOA Q  BOA Format Currency: usD Q
Bank Account: TEST Q003938704459 Rate Type:
*Deposit Type: © @ CASHCHECK Exchange Rate:
Control Total Amount: [ 450 +Count: [T || *Receives: [02r19r2013 15
Entered Total Amount 000 Count: 1 || *Entereq: [02r19r2013 5
Difference Amount: 000 Count -1 Posted:
Posted Total Amount: 0.00 Count: 0 || Assignea: [kenver @
Journalled Total Amount: 0.00 Count o User:

ken.vp

@ save | =] Hotity | |4 Refresh | s Add Update/Dispiay |

Totals | Payments
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Step Action

5. The Control Data section displays the date that the deposit was entered and
received and the source.

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu » AccountsReceivable » Payments > Onine Payments > Reguiar Deposit

m Payments

ENew Window [ Personalize Page B, hitp

Deposit ID: MNEXT I DeleteDepos:

unit.  JUDS2

“Accounting Date: 02/19/2013 |1l Control Currency: usd Q

“Bank Code: BOA Q  BOA Format Currency: usD Q

*Bank Account: [TEST Q003938704459 Rate Type: CRRNT

*Deposit Type: © Q@ CASHCHECK Exchange Rate:

Control Totals Control Data

Control Total Amount: 1450 *Count: 1 | | *Received: 0211912013 ][

Entered Total Amount: 0.00 Count: 1 | | *Entered: 0211912013 [5

Difference Amount: 0.00 Count: -1 Posted:

Posted Total Amount: 0.00 Count: 0 Assigned: ken.vp1 Q
Journalled Total Amount: 0.00 Count o User: kenvpi

@ save | [=] Hotity | |4 Refresn | s Add Update/Dispiay |

Totals | Payments

Step Action

6. Click the Paymentstab.
Payments
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Favorites : Main Menu » Accounts Receivable > Payments > Onine Payments > Regular Deposit

" Totals @

| Workist | MuliChannel Console |  Add to Favorites | Sign out

FNewWindow [ Personalize Page [Eihttp

Unit:

Jups2 Deposit 1D:

NEXT Date: 021972013 Balance: Not Balanced

Find | View Al First Kl 10r1 11 14

*payment ID: 123456789 “Accounting Date: 02/1912013 |5 E
Currency: usb
Exchange Rate: 1.00000000

Journal Directly Range of References

Aftachments (0

Fing Frst Ll 101 L Lasy

=
Business Unit: [ e
Remit SetiD: |
Corporate SefiD:
SubCustz: ]
Link MICR

Personaiize | Find | 13 st ore D Lo

To Reference

Payment Information
Payment Seq: 7
Amount: 1450
Rate Type: CRRNT
Payment Predictor
Payment Method: Check -
‘Customer Information
Customer ID: Q
Remit From:
Name:
Corporate:
subcustt: ]
MICR ID: a
Detail References
Reference Information
Qual Code Reference
1 Q|

Q HE

B save =] Koty 7 Refresh

<[

i o

Step

Action

The Paymentstabdisplays the paymentsrecorded in the deposit. All payments
must equal the Control Total Amounton the Totals page.

LiIRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites © Main Menu » Accounts Receivable » Payments > Onine Payments > Reguiar Deposit

FNewWindow [# Personalize Page [Eihttp *

Unit:

Jups2 Deposit 1D:

*Payment ID: 123456789 *Accounting Date: 021912013 [ [
Exchange Rate: 1.00000000
Journal Directly Range of References

NEXT Date: 021972013 Balance: Not Balanced

Aftachments (0

Fing Frst Bl 101 1 Lag

=
Business Unit Q
Remit SetiD: L
Corporate SefiD:
SubCustz: ]
Link MICR

Personalize | Find |

To Reference

Payment Information

Payment Seq: 7
Amount: 1450
Rate Type: CRRNT

Payment Predictor

Payment Method: Check -

Customer Information

Customer ID: Q
Remit From:

Name:

Corporate:

subcustt: ]
MICR ID: a
Detail References

Reference Information
Qual Code Reference
1 Q|

Q HE

B save  |[=] otify | 4 Refresh

<[

i ]
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Step Action

8. The Payment Information section lists the amount of a payment, the payment ID,
the payment method, and accounting date.

The Payment Predictor checkbox is selected for local accounting customer
payments.

The Journal Directly checkbox isselected for deposits recorded via the Maryland
State Treasury Interface.

QIRACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites -~ Main Menu » AccountsReceivable » Payments > Onine Payments > Reguiar Deposit
FNewWindow [ Personalize Page | E,http *
Unit: Jupsz Deposit ID: NEXT Date: 02192013 Balance: Not Balanced

Payment Information Find | view Al First Kl 1or1 1 14
Payment Seq: *payment ID: 123456789 “Accounting Date: 0211912013 |5 E3lE
Amount: 1450 Currency: USD

Rate Type: CRRNT Exchange Rate:

[C] Payment Predictor [C] Journal Directly [T Range of References
Payment Method: Check h Aftachments (0)

Find First EI 4 or1 O (ast

Customer ID: Q Business Unit: Q =
Remit From: Remit SetiD: A
Name: 1
Corporate: Corporate SefiD:

SubCust1: SubCust2:

MICR ID: Q Link MICR

Detail References

Personaize | Find | view A1 | B | B rrst K g 014 O o

Qual Code Reference To Reference

1 Q | Q B =

B save | =] Notify | | Refresh Er Add Update/Displar

3

I ]

Step Action

9. The Customer Information section displaysthe customer associated with the

payment. When youenter a regular deposit manually, you must select a customer to
attach to the regular deposit.

When regular deposits are created through an interface, the customer information
section is automatically populated with the customer information.
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites © Main Menu » Accounts Receivable » Payments > Onine Payments > Reguiar Deposit

FNewWindow [# Personalize Page [E,http *
RG] Paments |

Unit: Jups2 Deposit ID: NEXT Date: 0211912013 Balance: Not Balanced

Payment Seq: *payment ID: 123456789 “Accounting Date: 02/1912013 |5 E3lE

Amount: 1450 Currency:
Rate Type: Exchange Rate:

[C] Payment Predictor [C] Journal Directly [Z] Range of References
Payment Method: Check - Atachments (0)

Customer Informatior 3 rre 7 ori D Tas
Customer ID: Q Business Unit: Q =
Remit From: Remit SetiD:

Hame:
Corporate: Corporate SefiD:

SubCust: SubCust2:

MICR1D: Q Link MICR

Detail References

Qual Code Reference To Reference

E save Motify | s Refresh B+ Add Updale/Displar

0 i ]

Step Action

10. You have successfully completedthe Understanding Deposits and Payments topic.

You have learned howto:
- How customer paymentsare applied in Accounts Receivable
- The pages used to record a regular deposit in GEARS

End of Procedure.

1.4 Understanding Direct Journals
In this topic you will learn about the Direct Journal methodof applying paymentsfor a customer.

After completingthis topic, youwill be familiar with:

e What a direct journal is

e How direct journals are recorded in Accounts Receivable
e Thepayment typesthat use the direct journal method

Thedirect journal methodisused to record the receipt of paymentsand associated accounting
entriesdirectly in the General Ledger. When direct journals are entered/recorded in GEARS
Accounts Receivable, the payment isrecorded on a regular deposit but is not applied to a
customer account as regular payment would be processed. T he information recorded on the
deposit is used to create accounting entries that are picked up by the Journal Generator process
for the purposes of posting the corresponding journal entries in the General Ledger. Thereare no
Billing activitiesassociated with direct journals.
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For example, the Department of Budget and Finance (DBF) uses direct journals to record
customer paymentsreceived from the Maryland State T reasury interface. Paymentsreceived via
the Maryland State Treasury interface include the following types:

Credit Card

Maryland Legal Service Interest
Asbestos Case (Baltimore City only)
Federal Tax Liens

Landlord Tenant Payments

S

1.5 Understanding the Receivable Update (ARUPDATE) Process

All OTC transactionsare postedto the Billing and Accounts Receivable modules using the
Receivable Update (ARUPDATE) job. The Receivable Update (ARUPDAT E) multi-process
job is responsible for posting itemsin Billing and paymentsand maintenance activitiesin
Accounts Receivable. The processupdates customer balances, updates item status, and creates
accounting entries for a specified Business Unit and accounting date range.

It is important to note that when the Receivable Update job is run, all activity set to post fora
business unit will be posted, regardless of the type of activity. For example, if pending billing
items and payments for a batch agency are set to post, both the pending item activity and the
payment activity will be posted.

After completingthis topic, yoube familiar with:

o How the Receivable Update process is used to update customer balances and other

statuses in Billing and Accounts Receivable
e TheReceivable Update Request page and process request parameters

To begin the simulation, click the Try It! button in the UPK Player.

Procedure

In this topic, youwill review the Receivable Update Request page andthe process parameters
required to run the process.

Step Action

1. The Request Receivables Update (ARUPDATE) page postsitems in Billing and
paymentsand maintenance activitiesin Accounts Receivable.
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Receivable Update Request Options

Favorites : Main Menu » Accounts Receivable > ReceivablesUpdate » Request Receivables Update

Training Guide

AR240 - Managing Customer Billing,
Receivables and Customer Payments -
DBF

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

FNew Window [ Personalize Page B, http

[ user Defined

[ Payment Performance

 pso Calculation Year: Period:
™ subCustomer

2 save | | Returnto Search | |[=] Notify

Receivable Update Request | Options

FepaIa0E Process Uonitor | RUD
*Group Unit: [ups2 a EHE
Process Frequency: Awzs 5] *High Balance Basis Date: Run Date =
*Accounting Date From: 010112012 [ =accounting Date To: 0110312013 [

Last Run On:

01/03/13 3:30:32PM

Process Instance:
13039

Ex Add Updste/Dispiay,

Step

Action

Request page.

The Run Control ID for the processdisplays at the top of the Receivable Update

When you run the Receivable Update processfor the first time, you will need to
createa new run control ID. For subsequent runs, you can search for the run control
ID that youhave already created and use it to run the process.
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QlRACLE

%

o

GEARS

General Enterprise And Resource Support

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favortes = Main Menu » AccountsReceivable > ReceivablesUpdate > Request Receivables Update

Receivable Update Request Options

FNew Window [ Personalize Page B, http

Run Control ID:  PSBIP Hepoilifanagel Process Monitor [ RuR
Process Request Parameters Find | View Al First Kl 4074 O Last

*Group Unit: bups2 |a ==
Process Frequency: Awars =] “High Balance Basis Date: Run Date -
*Accounting Date From: 010012012 5] <accounting Date To: 010312013 |[5)
Customer History Options Last Run On
[ User Defined Last Run On:
[Z Payment Performance 01/0313 3:30:32PM
F pso Calculation Year: Period: Process Instance:
™ SubCustomer 13039
B Save | | £ Reium to Search | =] Hotity Ev Add Update/Display

Receivable Update Request | Options

Step

Action

Inthe Process RequestParameters section iswhere you enter and/or update the
values in the Group Unit, Process Frequency, and Accounting Date From/To

fields.

The Receivable Update processwill select all transactionsset to post for the

parametersselected on this page.
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QlRACLE

Favorites

Home | Workist |
: Main Menu » Accounts Receivable > ReceivablesUpdate > Request Receivables Update

Receivable Update Request Options

Run Control ID:

PSEIP Hepoilifanagsl Process Monitor [ RuR

Process Request Parameters Find | View Al First K 4074 1 (o5t
*Group Unit: HUD52 |Q

Process Frequency: aways 5] *High Balance Basis Date: Run Date =

*Accounting Date From: 01012012 B <accounting Date To: 011032013 |[5]
‘Customer History Options Last Run On
I+ User Defined Last Run On:
01/03/13 3:30:32PM
Process Instance:
13039

[ Payment Performance
'DsO  Calculation Year:
™ subCustomer

2 save | | Returnto Search | |[=] Notify

Receivable Update Request | Options

MultiChannel Console |

& New Window [ Personalize Page

Er Add Update/Display

Training Guide

AR240 - Managing Customer Billing,
Receivables and Customer Payments -

DBF

Add to Favorites | Sign out

nees D

Action

Users with authority can post more than one batch agency at atime by clicking the
plus sign button and adding parameters for each Group Unit.

Favorites :

Home | Workist |
Main Menu > Accounts Receivable > Receivables Update » Request Receivables Update

Receivable Update Request Options

Run Control ID:

PSEIP Hepoilifanagel Process Monitor [ RuR
Process Request Parameters Find | View Al First K 4074 1 Lost
|‘Gro||p Unit: HJuDs2 Ql =
Process Frequency: [aways 5] *High Balance Basis Date: Run Date =

*Accounting Date From: 01012012 B <accounting Date To: 0110372013 |[5]
‘Customer History Options Last Run On
[ User Defined Last Run On:

01/0313 3:30:32PM

 Payment Performance

F'DsO  Calculation Year:

Period: Process Instance:
™ subCustomer 13038
B save | |LL Returnto Search | |[=] Motify Er Add Update/Display
Receivable Update Request | Options

ultiChannel Console |

& New Window [ Personalize Page

Add to Favorites |

Sign out

nees 1D
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Step Action

5. Enter the batch agency for which you are posting activity in the Group Unit field.

QlRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu » Accounts Receivable » ReceivablesUpdate > Request Receivables Update

0 NewWindow [ Personalize Page 1B, http
) Options

Run

Run ControlID:  PSBIP Reporiiianagei Process Monitor

*Group Unit: bups2 |a HE
Process Frequency: [aways =] | “High Balance Basis Date: Run Date =
*Accounting Date From: 010012012 5] <accounting Date To: 010312013 |[5)
[ Customer History Optio [ Last Ru
[ User Defined Last Run On:
[Z Payment Performance 01/0313 3:30:32PM
F pso Calculation Year: Period: Process Instance:
™ SubCustomer 13039
[ save L\ Returnto Search Hotify e Add Update/Display;

Receivable Update Request | Options

Step Action
6. You may choose from "Always", "Don’t", and"Once" in the Process Frequency

list.

Typically, you will select "Always”. You will run the Receivable Update for the
GroupUniteach time.

NOTE: For users with authority to run the process for more than Group Unit, you
may not want to run Receivable Update for all units. You can change the process
frequency to "Don’t" for the units that youdo not want to post.
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Favorites : Main Menu » Accounts Receivable > ReceivablesUpdate » Request Receivables Update

ome | Workist | MultiChannel Console |  Addto Favorites |

Sign out

&0 NewWindow [ Personalize Page B, http
Receivable Update Request JAeLHETY

Run Control ID:  PSBIP Hepoilifanagel Process Monitor [ RuR

Process Request Parameters Find | View Al First Kl 1 o

Last
*Group Unit: bups2 |a =
Process Frequency: Always < *High Balance Basis Date: Run Date >
|’Acco|mtmg Date From: 01012012 B <accounting Date To: 0110372013 |[5] I
Customer History Options Last Run On
¥ user Defined Last Run On:
[Z Payment Performance 01/0313 3:30:32PM
F'DsO  Calculation Year: Period: Process Instance:

™ subCustomer 13038

B save | |LL Returnto Search | |[=] Motify Er Add Update/Display
Receivable Update Request | Options

Step Action

Enter the accounting date range of the activity to be posted in the Accounting Date
From/To fields.

Hor
Favorites : Main Menu » Accounts Receivable > ReceivablesUpdate » Request Receivables Update

| Workist | MufiChannel Console |  Add to Favorites |

Sign out

&0 New Window [ Personalize Page B, http
Receivable Update Request JAeLHETY

Run Control ID:  PSBIP £

Hepoilifanagel Process Monitor [ RuR
Process Request Parameters Find | View Al First Kl 4074 I Last
“Group Unit: JuDs2 |Q =1
Process Frequency: Always < *High Balance Basis Date: Run Date >
*Accounting Date From: 01012012 B <accounting Date To: 0110372013 |[5]
Customer History Options Last Run On
[ user Defined Last Run On:
¥ Payment Performance 0110313 3:30:32PM
F'DsO  Calculation Year: Period: Process Instance:
™ subCustomer 13039

B save | |LL Returnto Search | |[=] Motify Er Add Update/Display
Receivable Update Request | Options
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Step Action

8. Toschedule the processto run, click the Run button.
Run

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu » Accounts Receivable » ReceivablesUpdate > Request Receivables Update
0 NewWindow [ Personalize Page 1B, http
Options

Run

Run Control ID:  PSBIP Heportifanagel Process Monitor
4 or¢ O
“Group Unit: JuDs2 |Q FHE
Process Frequency: Awars =] “High Balance Basis Date: Run Date -
*Accounting Date From: 010012012 5] <accounting Date To: 010312013 |[5)
[ User Defined Last Run On:
[Z Payment Performance 01/0313 3:30:32PM
F pso Calculation Year: Period: Process Instance:
™ SubCustomer 13039
B save L. Returnto Search Hotify. Er Add Update/Display,

Receivable Update Request | Options

Step Action

9. You have successfully completedthe Understanding the Receivable Update
(ARUPDATE) Process topic.

You have reviewed the Receivable Update Requestpage and process request
parametersrequired to run the process.
End of Procedure.

Lesson 2: Processing Employee Payroll "Advances"

Lesson Overview
Thislesson details the process by which we bill fora Payroll Advance. The processbegins with

creating a customer, who is the employee receiving the advance. Secondly, we create a bill for the
advance, and place the bill on hold. Third, when the employee remits the advance, we will enter
the Cash Drawer deposit, match payment deposit to invoice, and verify the net zero effect on
customer balance.

Lesson Objectives
After completingthis lesson, you will be able to:
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o Create a customer
e Create a hill with a bill type of payroll advance
e Enterregular deposit

e Enterpayment asdirect journal
e Cancel invoice

2.1 Creating a Customer

The first step in processing employee payroll advances is to manually add the customer in
GEARS, if the customer is not already set up in GEARS.

In this topic, youwill use the Customer General Information pagesin GEARS to create a new
customer ID, if one does not already exist.

After completingthis topic, youwill learn howto:

e Create a new customer and customer ID

Procedure

In this topic, youwill use the Customer Information - General Information pagesin GEARS
to manually create a customer and customer ID.

ORACLE" M

Home | Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites . Main Menu
Personalize Content| Lavout 2 Help
Menu 5 %I
Search:

& My Favorites
> Maryland Judiciary

> Data Expansion Tools
> Employee Self-Senice
> Manager Self-Senice
> Supplier Contracts

> Customers

> Partners

& Products

I

> Catalog Management
& Promotions

> Customer Contracts
> Order Management
> Pricing Gonfiguration
> Customer Returns

> ftems L
> Cost Accounting

> Vendors

& Procurement Contracts

I Purchasing

& Inventory

> eProcurement

> Senvices Procurement

& Sourcing

> Engineering

> Manufacturing Definitions
> Production Gontrol

> Configuration Modeler

> Product Configurations

& Quality

> Inventory Palicy Planning
> Supply Planning

> Grants

> Program Management

& Project Costing

> Proposal Management

> Maintenance Management
> Resource Management

> Real Estate Management

< m ] y

Step Action

1. Begin by navigating to the Quick Customer Create page.

Click the Main Menu button.
|Main ‘r'vhanu
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Step Action
2. Click the Customers menu.
|LJ Customers 'l
3. Click the Customer Information menu.
| (3 Customer Information 4 |
4, Click the Quick Customer Create menu.
| E| Quick Customer Create |

SiasEs Home | Workist | MultiChannel Console | Addto Favorites | Sign out
Favortes  Main Menu > Customers » Customer Information > Quick Cuscomer Create
I New Window ? Help [& Personalize Page ., hiip
SetlD: SHARE|Q
Contact Hame: SHARE CORPORATE SETID
UserID:
Email ID:
Contact Phone:
Credit Card Number:
Customer Hame:
‘Customer ID:
Customer Phone:
Country: Q
Address 1:
Address 2:
City:
State:
Postal:
Cust Char10 A: Custi1z3 A
Search & Groate Now Customer/Contact
Step Action
5. The Quick Customer Create page displays. Use thispage to create a customer or

search for an existing customer.

Search to see if your customer already exists by enteringany portion of the
customer's name in the Customer Name field. For thisexample, enter "Michael"in
the Customer Name field.

6. Click the Search button.
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QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites © Main Menu > Customers > Customer Information > Quick Customer Create

Customer Search
No matches were found.

SetiD: SHARE Q

System Hessages:

EMew Window ? Help [ Personalize Page &, hip

Contact Name:

UserD:

Email ID:

Contact Phone:

Credit Card Number:

Customer Name: [Michzel

‘Customer ID: ,—

Customer Phone: [

Country: [Ta

Address 1:

Address 2:

city:

State:

Postal:

Cust Char10 A: custmizam[ |

Search & Croate New CustomenContact

Step Action

[Create Mew CustomernContac

Note that no matcheswere found. If a match was found, a list of all customers who
fit the name criteriaenteredwould display.

Since this customer doesn't exist, click the Create New Customer/Contactlink.
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QlRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Customers > Customer Information > Quick Customer Create
FMew Window ? Help [& Personalize Page B hiip
Create New CustomeriContact
setiD: SHARE Q Template Customer: Q
Enter Contact Information
*Name: [ [ create Contact Add User
Email ID: [
© Business Phone (© Home Phone
Telephone: [ Extension:

Add Credit Card Information

Enter Customer Information
“Customer Name: [Wichael

[ create Customer
Short Hame: Wichael
Customer ID: [ | Leave CustomerID blankto have system assign value
CustChar10 A: [ custmizaa ]
Address Description: [

Country: [T

Address 1:

Address 2:

Address 3:

city:

County: Postal: Geocode: Lookup
State:

Save New CustomerContact
Return to Search

* Required Field

Step

Action

The Create New Customer/Contact page displays.

thisexample, enter "Jackson™.

Enter the remaining part of the customer's name in the Customer Name field. For

Click the Template Customer button.

each time.

NOTE: Thisis where you select the Template Customer. Thisstep is REQ UIRED
so the needed fields are populated correctly on the customer. Thisis a shortcut

method of ensuring these fields are properly entered without manually enteringthem
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| LookUp | Clear | Cancel Basic Lookup

Search Results

view 100 First [§] 180080
Customer ID Hame 1 Name 2 Telephone  (City State Postal Code
1000000001 Daw Jones (olank) (olank) Annapolis iin}
1000000002 Diana Washington (olank) (olank) Annapolis MD
1000000003 Jane Doe (olank) (olank) Annapolis

1000000004 Test Escrow Customer 123 (olank) (olank) Lutherville

1000000005 Curtis Mafield (blank) (blank) ANNAPOLIS
1000000006 James Brown (olank) (blank) (blank)

1000000007 JIHN DUE (blank) (blank) SMALL

1000000008 Escrow Customer 1 (olank) (olank) ANNAPOLIS
1000000009 SURETY CUSTOMER 1 (blank) (blank) ANNAPOLIS
1000000010 [ane smith (blank) (blank) TOWSON

1000000011 LEXINGTON NATIONAL INS CO (blank) (blank) BALTIMORE
1000000012 Escrow Customer 1 (olank) (olank) Annapolis

1000000014 JANE DOE (blank) (blank) Baltimore

1000000015 Jack Rabbit (blank) (blank) Annapolis

1000000016 Jane Jones (olank) (olank) Annapolis

1000000017 DEAD BEAT (blank) (blank) ANNAPOLIS
1000000018 Adam Smith (blank) (blank) Annapolis

1000000019 burt revnolds (olank) (olank) annapolis

1000000020 Donzella Burion (olank) (olank) Annapolis

1000000021 Template Customer (blank) 410/260-5555 Annapolis

1000000022 Michael Jackson (blank) 410i260-5555 Annapolis

GII-0000001 State Justice Institute (olank) 313-8843  |Reston

GM-0000002 Marviand Highway Safety Office (blank) 187-4076 Glen Burnie
GM-0000003 STOP Violence Against Women Gov Office of Crime Conrol & Prevention|821-2844 Baltimore

GIM-0000004 Edward J. Byre Justice Assist Grant Pgm Gov Office of Crime Control & Prevention 410/821-2830 Baltimore

GM-0000005 Office on Violence Against Women U8 D of Justice 202/305-9938 Washington
GM-0000006 Bureau of Justice U.s D of Justice 202/514-1499

GM-0000007 Child Support State of Maryiand (blank) Baltimore

GM-0000008 Child Support Enforcement Administration Office of Policy and Legislation 410/767-7054 Balfimare
GM-0000009 ACF/Children’s Bureau-Region Ill U.S Dept of Health and Human Sevices |215/861-4612 19106-3499

JUDO1 Allegany County Circuit Court blank) 177-5924 CUMBERLAND 21502
JUD02 Anne Arundel County Circuit Court k) 222-1397 Annapolis 21401

Step Action

10. The Look Up page displays.

Click the Template Customer link.
[Template Customer]

LA LS

Home | Workist | MuliChannel Console | Addto Favorites Sign out

Favarites : Main Menu » Customers » Customer Information > Quick Customer Create
FMew Window ? Help [ Personalize Page [B,hitp

Create New CustomeriContact

SetiD: SHARE | Template Customer: 1000000021 Q
(Customer ID Name 1 Name 2 Telephone City
Enter Contact Information 1000000021 Template Customer 410/260-5555 Annapolis
*Hame: [ Agd User
Email ID: [
© Business Phone (© Home Phone
Telephone: [ Extension:

Add Credit Card Information

Enter Customer Information

“Customer Name: [Michael Jackson Create Customer
Short Name: [Wichaelua |

Customer ID: [ | Leave CustomerID blankto have system assign value
CustChar10 A: [ custnizaa ]
Address Description: [

Address Details

Country: [Ta

Address 1:

Address 2:

Address 3:

City:

County: Postal: Geocode: Lookup
State:

Create New Customer/Contact

Return to Search

* Required Field
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Step Action

11. Enter the customer's name into the Name field. For thisexample, enter, "Michael
Jackson™.
12. Click the Home Phone optionunless the number you enter is a Business Phone.

(7 Home Phone

13. Enter the customer's phone number in the Telephone field. For this example, enter,
"410-260-5555"
14, Enter "usa" into the Country field. Thiswill open the address fields up forentry.
15. Enter the desired information into the Address 1 field. For thisexample, enter "580
Taylor Avenue™”.
16. Enter the desired information into the City field. For this example,
enter "Annapolis".
17. Enter the desired information into the State field. For thisexample, enter "MD",
18. Enter the desired information into the Geocode field. For this example,
enter"20877".
19. Click the Save New Customer/Contact button.
| Save Mew Customer/Contact |
SiEasE= Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Customers > Customer Information > Quick Customer Create

) New Window ? Help [& Personalize Page

Saved |

Successfully created new customer and contact. Below is the summary.

&

& Return to Resulis Create New Customer/Contact

Contact ID: " View User Customer ID: 1000000022
Contact Name: Michael Jackson Customer Name: Michael Jackson
Email ID: Address: 580 taylor Avenue
Contact Phone: 4101260-5555 Annapolis
Contact MD 20877 USA
ontact Flag: External Contact Credit Card Type:
Contact Type: Credit Card Number:
Financial Sanctions: Review

Contact Information Upgate Create Sales Order

Order Tracking Inguiry Billing Information Inguiry

Customer Payment Inguiry Customer Information Update

Return to Search ﬁi Return o Results g Create New Customer/Contact
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Step

Action

20.

The Customer Summary Detail page displays.

You should receive a message stating " Successfully created new customer and
contact. Below is the summary."

21.

Review the summary information to ensure the information iscorrect.

22.

Click the Customer Information Update link if youwant to, (1) edit the
information, (2) see the customer record in detail, or (3) link avendor to a customer.

|Customer Information UEdate|

Home | Workist | MultiChannel Console | Addto Favorites | Sign out

Favorites : Main Menu > Customers > Customer Information > Quick Customer Create

I New Window ? Help [& Personalize Page B htip +
[EEETT Bl To Options | Ship To Options |/ Sold To Options | Miscellaneous General Info

Bill To Customer
Bill To Selection
Ship To Customer

ship To Selection
Sold To Customer

Sold To Selection
[ Broker Customer

[[indirect Customer

SetlD: SHARE Customer ID: 1000000022 General Info Links: ..More -

*Status: Active - Level: Regular -

“Date Added: 0312672013 ) *since: (03728120135 *Type: User 1 -

“Name 1: icnael Jackson “short Name:|MichaelJa |

Name 2:

Currency Code: Q Rate Type:[CRRNT @ E

[¥] Correspondence Customer
Correspondence Selection

Remit From Customer
Remit From Selection

[¥I corporate Customer
Corporate Selection

[ consolidation Customer Consolidation Business Unit:

[C] Grants Management Sponsor

Federal Attributes

[E Federal Customer Trading Partner Code: Disbursing Office:
[Tl Appropriation Symbol Not Required for Reimbursable Agreements
Personalize | Find | vievr A1 NEL | 3 Fist K q0r4 O Lot
Team Code Default Description
SALES |Q Default Support Team =
Address Locations Find | view Al First Kl 1071 0 Las
Location: 3 [ sil To [ primary [F1Broker [ primary FH[E=
[¥] ship To [¥] primary [Clingirect [Tl Primary
Description: [ sola To [l primary [l correspondence Address

23.

The Customer - General Information header page displays.

24.

Ensure that the Bill To, Ship To, Sold To, Correspondence, Remit From, and
Corporate Customer checkboxesare checked.

Also ensure that "SALES" is entered in the Team Code field.

Thisinformation defaulted in by selecting the Template Customer.
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Favorites = Main Menu > Customers > Customer Information > Quick Customer Create

[ Federal Customer Trading Partner Code:[ | Disbursing Office:[ |

[C] Appropriation Symbol Not Required for Reimbursable Agreements

personaiize | Find | View Al B | 3 First £ g of 4 I (oet

Team Code Defauit Description
lsALEs  Q Default Support Team =
Address Locations Find | view All_First K1 4 of 1 I Las
Location: [ el To [¥ Primary [ Broker Derimay  FE
[ ship To [ Primary [Clindirect [T Primary
Description: [ Sold To [¥] Primary [¥I correspondence Address
[CIRFID Enabled VAT Default VAT Service Treatment Setup
“Effective Date: 0312812013 *Status: Active - =
Tax Code: [ & Language Code: English -
Physical Nature: ~ Where Performed: -
Alternate Name 1: Alternate Name 2:
Country: [UsA@ united states
Address 1: [520 taylor Avenue
Address 2: [ View Phong Information
Address 3: [
City: Annapolis [Elin City Limit
County: Postal: 20877
State: MB12 aryian
General Info Links: __More -
[ save |\ ReturntoSearch | |[5] Notify | Refresh Er Add Update/Display | | Include History | | [F Correct History
General Info | Bill To Options | Ship To Options | Sold To Options | General Info

GEARS

General Enterprise And Resource Support

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

I

Step

Action

25.

selected.

Ensure that the Bill To, Bill To Primary, Ship To, Ship To Primary, Sold To,
Sold To Primary, and Correspondence Address checkboxesare checked.

Thisinformation was populated in the customer when the Template Customer was

26.

Court only), click the Miscellaneous General Info tab.
Miscellaneous General Info

If you need to link a customer to a vendor (such as for Return of Escrow, District
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites : Main Menu > Customers > Customer Information > Quick Customer Create

GeneralInfo ' Bill To Options [ Ship To Options | Sold To Options | f

SetiD: SHARE  Customer ID: 1000000022 Michael Jackson

I New Window ? Help [& Personalize Page |2, hiip

“Name 1 Wichael Jackson

Name 2:

Name 3:

Tax ID:

Vendor SetiD: Q Vendor ID: Q@ vendor Information
Workflow User: a

Customer Web Site: Go To Website URL

Stock Symbol: Go To Stock Symbol

[C] SubCustomer

SubCustomer 1: SubCustomer 2:

Date Last Maintained: 0372812013 Last Maintained By Operator ID: ken funasashi

General Info General Info Links: __More -
[E save /X ReturntoSearch  [=] Notify L, Refresh Es Add F include History & Correct History

General Info | Bill To Options | Ship To Optiens | Sold To Options | Miscellaneous General Info

Step

Action

27.

The Miscellaneous General Information page displays.

Click inthe Vendor SetlID field to enter "SHARE".

28.

Click inthe Vendor ID field to select your vendor.

You have just learned how to enter a customer using the Quick create method.
Next, we will review the "long step-by-step" way to create a customer.

29.

Navigate to the General Information page.

Click the Main Menu button.
|Main ‘r'vhanu

30.

Click the Customers menu.
| (1 Customers 'l

31.

Click the Customer Information menu.
| 3 Customer Information >|

32.

Click the General Information menu.
| E] General Information |
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Favorites = Main Menu > Customers > Customer Information > General Information

General Information

Enter any information you have and click Search. Leave fields blank for a list of all values.

.I'i dan Existing Va w" Add a New Value

SetiD: [sHarEe @
CustomerID: beginswith ~[ @
Name 1: beginswith ~[ |
beginswitn ~ | |
beginswith ~|[ |
City: beginswith ~[ |
state: beginswitn ~ | |
Postal Code: beginswith | |

[Clinclude History [Tl Correct History  [C] Case Sensitive

Name 2:

Main Content

Telephone:

Search | Clear |Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

ENew Window B hitp

Step Action

33. If searching for an existing customer, in the dropdown men

1 field, youwould select Contains. Then,enter any portion

exercise you will be creatinga new customer.
begins with - |

1 field. This allows you to search forany portion of the Customer's name without
having to enter it exactly as it is recorded in the system. However, for thisnext

unexttothe Name
of the Customer's Name

34. Click the Add a New Value tabto add your customer.

| Add a New Value |
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| Workist | MulliChannel Consol Add to Favorites | Sign out

Favorites © Main Menu > Customers > Customer Information > General Information

& New Window B hiip

hitn

General Infermation

Find an Existing Value Add aNew Value

SetiD: SHARE @
Customer D:
SHARE CORPORATE SETID|

Main Content

Find an Existing Value | Add a New Value

Step Action

35. Ensure that the SetID is "SHARE".

Click the Add button.

| wWorkist | MufiChannel Console |  Add to Favorites | Sign out

Favorites © Main Menu > Customers > Customer Information > General Information

— FNew Window [ Personalize Page [Eihttp
General In Bill To Options Ship To Options |~ Sold To Options Miscellaneous General Info
e
SetlD: SHARE Customer ID: NEXT General Info Links: __More -
*Status: Active A Copy From Customer Level: Regular -
*Date Added: 02/2012013 [ *Since:|02/20/2013 [ “Type: User 1 -
*Name 1: I “Short Name:
Name 2: ‘
Currency Code: Q Rate Type: Q =
Roles
Add (Alt+1
Bill [l correspondence Customer
Bill To Selection Correspondence Selection
Ship To Customer [ Remit From Customer
Ship To Selection Remit From Selection
Sold To Customer Corporate Customer
Sold To Selection Corporate Selection
Broker Customer '] consolidation Customer Consolidation Business Unit: |
Indirect Customer [[] Grants Management Sponsor

Federal Atfributes

Federal Customer Trading Partner Code:[ | Disbursing Office:[ |

Appropriation Symbol Not Required for Reimbursable Agreements

Support Teams
Team Code Default Description
Q
Address Locations Find | View Al First Kl 4014 O Last
i =1
Location: [ Broker Primary
Indirect Primary
Description:

Correspondence Address
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Step Action

36. The Customer General Information page displays.

QlRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu » Customers > Customer Information > General Information

FNewWindow [ Personalize Page | E,http *

.' General Info | ) Bill To Options. Ship To Options Sold To Options. Miscellaneous General Info
SetD: SHARE Customer ID: NEXT General Info Links: __More -
*Status: Active A Copy From Customer Level: Regular -
“Date Added: 021202013 [5) *since: (0212012013 |5 “Type: User 1 -
*Name 1: I *Short Name:
Name 2: ‘
Currency Code: Q Rate Type: Q e

Flsin dd (At~1]

Correspondence Customer

Bill To Selection Correspondence Selection
[Z1 ship To Customer Remit From Customer
Ship To Selection Remit From Selection
[C sola To Customer Corporate Customer
Sold To Selection Corporate Selection
[Cleroker Customer Consolidation Customer Consolidation Business Unit:
[indirect Customer [[ Grants Management Sponsor L4

Federal Aftribute
[ Federal Customer Trading Partner Code:[ | Disbursing Office:[ |

[Z] appropriation Symbol Not Required for Reimbursable Agreements

Team Code Default Description
Q i =
dress Locations Find | View Al First Kl 4014 I 5ot
i =
*Location: 1 [CeinTo [ Primary [ Broker [ primary
[Z] ship To [l primary [Clindirect [ Primary
Description: [T sold To [E Primary [[Jcorrespondence Address

Step Action

37. First, we will create an escrow customer and later, repeat the process to createa
surety customer.

Enter the name of your Escrow Customer in the Name 1 field. For this example,
enter, "Escrow Customer1."

38. Enter the desired information in the Since field. Please ensure this date is before any
transaction to which this Customer is associated. For thisexample, enter,
"1/1/2000".

39. Enter the desired information inthe Currency Code field. For thisexample, enter
"uUsD".

40. Enter "CRRNT" in the Rate Type field.

41. Click the Bill To Customer, Ship To Customer, and Sold To Customer options.

The Correspondence Customer and Remit From Customer optionsshould
automatically be selected by the system after clicking Bill To Customer.

42. Enter the desired information into the Team Code field. For thisexample,
enter "SALES".
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QRACLE
Home | Workist | MultiChannel Console | Addto Favorites Sign out
Favorites © Main Menu » Customers > Customer Information > General Information
*status: Active A Copy From Customer Level: Regular - -
+Date Added: 02/202013 [ *since: [01/01/2000 |[E “Type: User1 -
“Name 1: [Escrow Customer 1 *Short Name: [Escrow Cus
Name 2: ‘

Currency Code: usD Q@ Rate Type: |CRRNT Q

Bill To Customer Correspondence Customer
Bill To Selection Correspondence Selection
Ship To Customer temit From Customer

Ship To Selection Remit From Selection

Sold To Customer Corporate Customer

Sold To Seledtion Corporate Selection

Broker Customer

Consolidation Customer Consolidation Business Unit: |

rants Management Sponsor

Indirect Customer

Federal Attributes
Federal Customer Trading Partner Code:[ | Disbursing Office:[ |

Appropriation Symbol Not Required for Reimbursable Agreements

Support Teams

Personaize | Find |

Team Code Default  Description

Bill To
Ship To
Sold To

Correspondence Address

RFID Enabled VAT Default VAT Senice Treatment Setup

Address Details
“Effective Date: 02/20/2013 *Status:

Tax Code: ] Language Code: English -

Step Action

43. Click the Default option.

LA LS

| wWorkist | MuliChannel Console |  Addto Favorites |  Sign out

Favorites © Main Menu > Customers > Customer Information » General Information

*status: Active A Copy From Customer Level: Regular - -
“Date Added: 0212002013 [5) *since: [01/01/2000 |[E “Type: User 1 -

“Name 1: [Escrow Customer 1 *Short Name: [Escrow Cus

Name 2: ‘

Currency Code: usD Q@ Rate Type: |CRRNT Q

Bill To Customer

‘Correspondence Customer
Bill To Selection Correspondence Seledtion
Ship To Customer emit From Customer

Ship To Selection Remit From Selection

Sold To Customer Corporate Customer

50ld To Selection Corporate Selection

Broker Customer Consolidation Customer Consolidation Business Unit. | 5

rants Management Sponsor

Indirect Customer

Federal Attributes
Federal Customer Trading Partner Code:[ | Disbursing Office:[ |

Appropriation Symbol Not Required for Reimbursable Agreements

Support Teams

Personaize | Find |

Team Code Default  Description

SALES QU

Address Locations

- Location: Broker Primary
Indirect Primary
Description: Correspondence Address

RFID Enabled VAT Default VAT Senice Treatment Setup

Address Details Find
“Effective Date: 0212012013 *Status: - =
Tax Code: ] Language Code: English -
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Step Action

44, Scroll the window downward.
QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites  Main Menu > Customers > Customer Information » General Information
[El Federal Customer Trading Partner Code: Disbursing Office: B
[l appropriation Symbol Not Required for Reimbursable Agreements
il 8 e K or [
Team Code Default Description
deft | =
0011 O
Location: 1 [Ceil To [ Primary [] Broker Clprimary =]
[Z] ship To [Z] primary [Clindirect [ primary
Description: [ sola To [ erimary [ correspondence Address
[CJRFID Enabled VAT Defautt
*Effective Date: 02/20/2013 *Status: Active - =
Tax Code: Language Code: English -
Physical Nature: ~ Where Performed: M
Alternate Name 1: Alternate Name 2:
Country: USA|Q United States
Address 1:
Address 2: View Phone Information 3
Address 3:
City: [Clin city Limit
County: Postal:
State: Q
General Info Links: _ More -
& save [=] notfy L Refresh [Er Add  J7 UpdateDisplay 47| Include History [ Correct History
General Info | Bill To Options | Ship To Options | Sold To Options | Miscellaneous General Info P
Step Action
45, Enter the desired information into the Description field. For thisexample,

enter "Home Address". When youselect your customer's address on a transaction,
thisis the description that will appear for you to select.

46. Click the Bill To, Ship To, and Sold To options.

47. Click all 3 Primary options.

48. Enter the street address in the Address 1 field. For thisexample, enter 123 York
Road."

49, Enter the city in the City field. For thisexample, enter *Annapolis.”

50. Enter the state in the State field. For this example, enter *"MD."

51. Enter the zip code in the Postal field. For thisexample, enter *21093."

52. If you need to enter information for a contact associatedwith thiscustomer, add a

new row and make sure to enteravalue in the Description fieldsuch as "Parent
Contact Information," or "Bondsman Contact Information"to easily make sense of
the information containedin the different rows.

53. Click the Bill To Options link.
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“Effective Date: p2/20r2013 [
Currency Code: usb
Responsibilities:
Credit Analyst: Q
AR Specialist: [ T
Billing Specialist: [ e

Direct Invoicing
[CI Federal Highway File
[T Prompt for Billing Currency

“Freight Bill Type:

Shipping :

Bill Type: [a
Billing Cycle Identifier: Qa
Invoice Form: e
Bill By Identifier: [ e
AR Distribution Code: liQ
Hold Number of Days: [

InterUnit Billing
[[interunit Customer

GL Business Unit:

[ a
[a

Reference Qualifier Code:

~Status: Active - =1
Rate Type: CRRNT
Collector: [ e
Bill Inquiry Phone: e
Billing Authority: [ e
Consolidation Key: ]
SetlD: [T
Customer ID: [ !
Blanket PO Number: [
Start Date: [ m
End Date: T w

(Order Management Options
[ purchase Order Required
[T Disable Prices on Receipt

Immediate Payment Options
[C]immediate Payment Required

Deposit Percent:

Training Guide
AR240 - Managing Customer Billing,
Receivables and Customer Payments -

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites © Main Menu > Customers > Customer Information > General Information

I

DBF

Payment Method: aQ Draft Document Required: [ e

Draft Type: Q Draft Approval: [Ma

Direct Debit Group: - Direct Debit Profile ID: Q
Step Action

54.

Enter the desired information in the Credit Analyst field. For thisexample, enter

"DEFAULT".

55.

Enter the desired information inthe AR Specialist field. For this example, enter

"DEFAULT".

56.

Enter "DEFAULT" inthe Billing Specialist field.

57.

Enter "DEFAULT"

inthe Collector field.

58.

It isa good practice to ensure thisdate is the same as the Since date on the previous
tab, which should be before the date of any transactionsto which this Customer is

associated.

Enter the desired information in the Effective Date field. For this example, enter

"1/1/2000".
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QlRACLE

GEARS

General Enterprise And Resource Support

Home

Favorites = Main Menu > Customers > Customer Information > General Information

" General Info | (EIRSIEITETER * Ship To Options | Sold To Options ~* Miscellaneous General Info

Worklist

MultiChannel Console | Add to Favorites |

Sign out

FNew Window [ Personalize Page \E,http *

SefiD: SHARE  Customer ID: NEXT

Escrow Customer 1

Customer Bill To Options.

w Al First K 10f1 0 Last

“Effective Date: 1112000 [ “status: S =
Currency Code: usb Rate Type: CRRNT
Responsibilities:
Credit Analyst: DEFAULT | Collector: defaut @
AR Specialist: DEFAULT |Q Bill Inquiry Phone: Q
Billing Specialist: DEFAULT |@ Billing Authority: a
Billing Options Billing Consolidation Data
Direct Invoicing Consolidation Key:
Federal Highway File SotiD: I
Prompt for Billing Currency
- Customer ID: Q
“Freight Bill Type: Shipping -
Bill Type: ,_ q Blanket Purchase Orders
Blanket PO Number:
Billing Cycle Identifier: aQ
Invoice Form: T Start Date: El
Bill By Identifier: Q End Date: B
AR Distribution Code:  Ja Order Management Options
Purchase Order Required
Hold Number of Days: sable Prices on Receipt
InterUnit Billing immediate Payment Options
InterUnit Customer Immediate Payment Required
GL Business Unit: Q Deposit Percent:
| Reference Oualifier Code: Q

Step Action

59.

Scroll the window downward.

The Bill To Options page displays.

LiIRACLE

[
—

InterUnit Billing

InterUnit Customer

AR Distribution Code:

Hold Number of Days:

GL Business Unit:

[ &

Home | wWorkist | |

HMultiChannel Console

Favorites = Main Menu > Customers > Customer Information > General Information

‘Order Management Options

Purchase Order Required
isable Prices on Receipt

immediate Payment Options

Immediate Payment Required

—

Deposit Percent:

[a

Reference Qualifier Code:

Payment Method Options:

Payment Method: [ Draft Document Required: [ e

Draft Type: e Draft Approval: [Ma

Direct Debit Group: *  Direct Debit Profile ID: [ a

Bank Account: [ & CreditCard Profile: [ e

Payment Predictor Options

Partial Payment Switch
Payment Predictor Hold

Payment Terms ID:

Discount Grace Days:

[a
—

Due Grace Days:

Method: Q

Wirite-Off Info

Maximum Write-Off Amount: 9999999999999.990

Maximum Write-OFf Percent: 100 Days Until Write-Off: ]

Bank Holiday Options

@ save | [Z] Notty | | Refresn |

Bank Holiday Options: Not Applicable B
Days: [ Allow due date in next month
General Info Bill To Selection Credit Profile

(EN I | |2 mewseHistory | B Comeet History |

General Info | Bill To Options | Ship To Options | Sold To Options | Miscellaneous General info

Add to Favorites Sign out

Page 42



Training Guide

{:}( GEARS AR240 - Managing Customer Billing,
General Enterprise And Resource Support Receivables and Customer Payments -

DBF

Step Action

60. Click the Save button. WRITE DOWN the Customer ID generated.

61. You have successfully completedthe Creating a Customer topic.

You have learned to:
- create a new customer
End of Procedure.

2.2 Creating a Bill with a Bill Type of Payroll Advance

You will create a Bill with a Bill Type of ADV, which signifies Payroll/ Employee
Advance. The hill should be created under the Business Unit of the Judicial agency to which the
employee belongs. Forexample, if the advance is for an employee at Anne Arundel District

Court, the Business Unit is "JUD52."
After completingthis topic, youwill be able to:

e Create a bill fora Payroll/ Employee Advance.

Procedure

In this topic, youwill create a Payroll Advance hill.

Home
Favorites © Main Menu

Top Menu Features Description (=INES]

Our menu has changed!

The menu is now located acrass the top of the page
Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the
Favorites menu, located
at the top left.

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

MuliChannel Console |  Addto Favortes |  Sign out

Personalize Content | Lavout
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Step Action

1. Begin by navigating to the Bill Entry page.

Click the Main Menu button.

2. Click the Sort Menu button.

=]
3. Click the Billing menu.

| &3 Biling |
4, Click the Maintain Bills menu.

[ 23 maintain Bills ]
5. Click the Standard Billing menu.

| |=| Standard Biling |

6. The Bill Entry - Find an Existing Value page displays. Use this page to search for
a bill orselect the Add a New Value tabto create a bill.

Click the Add a New Value tab.

| Add a Mew Value

7. Enter the desired information in the Business Unitfield. Thisshould be the
Business Unit of the Judicial agency to which the employee belongs. For this
example, enter "JUD52."

8. Enter the desired information in the Bill Type Identifier field, which signifies a
Payroll or Employee Advance. For thisexample, enter " ADV".

9. Enter the desired information in the Bill Source field. For thisexample, enter
"ONLINE".

10. Click the Look up Customer button to findandselect the customer. You can also

enter the Customer Number directly in the Customer field.

11. The Look Up Customer page displays. Select the customer number hyperlink. For
thisexample, click 1000000001.
12. Enter "t" inthe Invoice Date field, which is a shortcut to enter today's date in any
date field.
13. Enter "t" in the Accounting Date field.
14. Click the Add button.
Add
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Step Action

15. The StandardBilling - Header Info 1 page displays.

Review header level information, such as the bank account, to ensure it is correct.
Click the Line - Info 1 tab.

Line -Info 1

16. The StandardBilling - Line - Info 1 page displays.

Enter "1" in the Quantity field.

17. Enter "EA" in the Unit of Measure field.

18. Enter the unit price in the Unit Price field. For thisexample, enter *1000".

19. Enter a short description in the Description field. T hisfield can be used for short
qualitative reference information. For thisexample, enter "Payroll Advance John
Doe".

20. Click the Notes link.

21. Enter the desired notesin the Note Text field. Thisfield can be used to enter more

extensive qualitative reference information. For thisexample, enter " Relocation
payroll advance".

22. Click the Header - Info 1 tab.
|ﬂeader- Info 1

23. The Standard Billing - Header - Info 1 page displays.

Enter "HLD" in the Status field. This Status preventsthe Invoice from being
processed so it can be used forthe purposes of trackingthe employee/payroll

advance.

[HLD |
24, Click the Save button and WRITE DOWN the Invoice Number that just generated.
25. You have successfully completedthe Creating a Bill with a Bill Type of Payroll

Advance topic.

You have learned to:
- create a Payroll Advance bill
End of Procedure.

2.3 Entering Regular Deposit

You will enter a Regular Deposit to recordthe payroll advance remittance in Accounts
Receivable. Then inthe next topic make thisdeposit eligible for Journal Generator to recordthis
deposit in General Ledger. Theappropriate Working Fund Business Unit should be selected to
record this deposit.
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After completingthis topic, youwill be able to:

e Save a deposit
e Cenerate a Deposit ID.

Procedure

In this topic, youwill enter a regular deposit.

ORACLE"

Home Worklst MutiChannel Console |
Favorites - Main Menu

l

‘GEARS

General Enterprise And Resource Support

Addto Favorites |  Sign out

Personalize Content | Layout

Step Action

1. Begin by navigating to the Regular Deposit page.

Click the Main Menu button.
|Main ‘r'vhanu

2. Click the Sort Menu button.
=
3. Click the Accounts Receivable menu. -
| (1 Accounts Receivable r |
4, Click the Payments menu.
| (1 Payments >|
5. Click the Online Payments menu.
| (3 Online Payments r |
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Step Action
6. Click the Regular Deposit menu.
|| | Regular Deposit
— = - — . - o - — urre | wWorkist | MuliChannel Console |  Add to Favorites |  Sign out
) i i i ; ) New Window & http
Regular Deposit
Deposit Unit: ’:’ Q
Deposit ID: [begins with =]
User ID: [begins with =1 Q
Assigned Operator ID: DegTWIm;, Q
™ case Sensitive
Search Clear | Basic Search [§] Save Search Criteria
i Content]
Find an Existing Value | Add a New Value
Step Action
7. The Regular Deposit - Find an Existing Value page displays. Use this page to
enter search criteriaor select the Add a New Value tab.
Click the Add a New Value tab.
Add a Mew Value
8. Enter your Business Unit in the Deposit Unit field. Thisshould be the appropriate
Working Fund Business Unit. For this example,enter "MDJUD".
9. Click the Add button.

Add
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QlRACLE

BEEEN  payments

Favortes = Main Menu » AccountsReceivable > Payments > Onine Payments > Regular Deposit

(f“;g;fGEARs

General Enterprise And Resource Support

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

FNew Window [ Personalize Page &, http

12 save (=] Motity

Totals | Payments

Unit:  MDJUD Depasit ID: NEXT Beipieiier e
“Accounting Date: 21412013 [ Control Currency: Q
“Bank Code: Q Format Currency: usD Q
“Bank Account: Q Rate Type: [
*Deposit Type: Q Exchange Rate: -
Control Total Amount: 000 *Count: [0 | *Received: [02r1ar2013 ][5
Enterfiad s pount 000 Count 1|  “Entered: 021141201315
Difference Amount: 000 Count 1 Posted:
Posted Total Amount: 000 Count 0 | | Assigned: [kenfunabashi @
Journalled Total Amount: 0.00 Count: 0| | User ken funabashi

7 Refresh

[Ex Add Update/Display

Step Action

10.

The Regular Des posit - Totals page displays.

Enter the depository bank in the Bank Code field. You can also use the prompt to
look up available values. Forthis example, enter "BOA."

11.

Enter the depository bank account in the Bank Account field. You can also use the
prompt to look up available values. For this example, enter " TEST."

12.

Click the Look up Deposit Type button.
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ne:[begins with =] |

45
LookUp || Clear | Caneel |gasicl ookup

Search Results

ew 100 First [ 1505 [5]
De: ion
Cash/Check
Credit Card
Escrow
RSTARS Pavments
Customer Receipts

Deposit Type
5
D
E
R
Z

Receivables and Customer Payments -

DBF

Step

Action

13.

CashiCheck

The Look Up Deposit Type search page displays.
Click the Cash/Check link.

LA LS

Favorites : Main Menu » Accounts Receivable > Payments > Onine Payments > Regular Deposit

FNew Window [# Personalize Page [ http

Delete Deposit )

kist | MulliChannel Console |  Add to Favorites |  Sign out

Control Total Amount:
Entered Total Amount:
Difference Amount:
Posted Total Amount:
Journalled Total Amount:

0.00

unit:  MDJUD Deposit ID: MEXT

“Accounting Date: 0211412013 |1 Control Currency:
*Bank Code: BOA Q  BOA Format Currency:
~Bank Account: TEST @ 003938704450 Rate Type:
*Deposit Type: c @ CASHCHECK Exchange Rate:

0.00 *Count: 0 *Received:
0.00
0.00
0.00

Count: 1 | | *Entered:
Count: 1 Posted:
Count: 0 Assigned:
Count: 0 User:

ken funabashi a

2 sove | [ Notty | Rolios|

Totals | Payments

a2 Ui
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Step Action
14. Enter"1000" in the Control Total Amountfield.
15. Enter"1" inthe Count field.
16. Enter"USD" in the Control Currency field.
17. Click the Paymentstab.
Payments

Home | Workist | MultiChannel Console | Addto Favorites |
Favorites = Main Menu » AccountsReceivable » Payments > Onine Payments > Reguiar Deposit

&7 New Window [ Personalize Page g, hiip =

RCECH] Paments |
Unit: MDJUD Deposit ID: NEXT Date: 02/14/2013 Balance: NotBalanced
Payment Seq: *payment ID: I “Accounting Date: 0211412013 |5 FE
Amount: 0.00 Currency: usD
Rate Type: [CRRNT Exchange Rate: 1.00000000
™ Payment Predictor ™ Journal Directly ™ Range of References
Payment Method: Check E Aftachments (0)
Customer Informatior
Customer ID: Q Business Unit: Q
Remit From: Remit SetiD:
Name:
Corporate: Corporate SetiD:
SubCustt: SubCust2:
MICR1D: Q Link MICR

Detail References

Qual Code Reference To Reference
1 Q | Q =l
E save Motify | s Refresh B+ Add Update/Display
7 ) [ >

Step Action

18. The Regular Deposit - Payments page displays.

Enter the desired amount inthe Amount field. For thisexample, enter"1000".

19. A value is required in the Payment ID field. Enter the remittance check number. For
thisexample, enter "123456."

20. Check the Journal Directly checkbox. Make sure the Payment Predictor checkbox
is unchecked.

21. Click the Save button and WRITE DOWN the Deposit ID that just generated.
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Step Action

22. You have successfully completedthe Entering Regular Deposit topic.

You have learned to:
- enteraregular deposit

End of Procedure.

2.4 Entering Payment as Direct Journal

The Deposit ID for the Direct Journal Payment is separate from the Deposit ID for Regular
Deposit. The Direct Journal Payment isa balanced entry (debits = credits).

The payment recorded in the previous topic will be enteredas a Direct Journal to create
accounting entries. The steps included make the deposit enteredin the previous topic available for
journal generator to pick up to record in GL.

After completingthis topic, youwill be able to:

e Create a Deposit ID for the Direct Journal Payment.

Procedure

In this topic, youwill learn howto enter a payment as a direct journal.

Home | Workist | MutiChannelConsole | AddtoFavortes |  Sign out
Favorites : Main Menu

Personalize Content | Layout
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Step Action
1. Begin by navigating to the Create Accounting Entries page.
Click the Main Menu button.
2. Click the Sort Menu button.
=]
3. Click the Accounts Receivable menu.
| (1 Accounts Receivable 'l
4, Click the Payments menu.
| (1 Payments >|
5. Click the Direct Journal Payments menu.
| (3 Direct Journal Payments P|
6. Click the Create Accounting Entries menu.
|| | Create Accounting Entries |

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu » AccountsReceivable » Payments > Direct Joumnal Payments > Create Accounting Entries

I new Window B hitp
Create Accounting Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

[~
Deposit Unit: = > | Q
Deposit ID: begins with | a

Payment Sequence: |= -
Payment ID: beqgins with =

UserID: begins with v

Assigned Operator 1D: begins with |=

I” Case Sensitive
Search Clear  Basic Search Save Search Criteria
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Step Action
7. The Create Accounting Entries - Find an Existing Value page displays. Use this
page to enter search criteria.
Enter your Business Unit in the Deposit Unit field. Thisshould be the appropriate
Working Fund Business Unit. Thisshould be the same Business Unit that was used
in the previous topic. For this example, enter *“MDJUD".
8. Click the Search button.
9. Click Deposit ID 7 hyperlink createdin the previous topic.
OIRACLE " . -
Favortes - Main Menu » Accounts Receveble > Payments > Direct Journial Payments > Createunmgs o ey L
& New Window [ Personalize Page |, hitp
Deposit Control
Unit: MDJUD Deposit ID: 7 Payment: 1234 Seq: 1
Amount: 1,00000 USD # A
™ complete Entry Event: Q
Budget Status:
- | (B o
Currency Details Budget Journal Reference Information
155“ EEEEE 1|MDJUD Q| SpeedType usD = Q Q Q Q Q ““"“‘E;\ Q
1] | =
Lines: 0 Total Debits: 0.000 Currency: Total Credits: 0.000 Currency: Net: 0.000
B save | L. ReturntoSearch |t[E] Previous in List NextinList | =) Notify | s Refresh
Accounting Entries | Deposit Cantral
Step Action
10. The Create Accounting Entries page displays.
Enter "-1000" in the Line Amountfield. Make sure thisnumber is NEGAT IVE.
11. Enter the desired batch agency into the Batch Agy field. For this example, enter
IIC 25".
12. Enter the desired fund in the Fund field. For this example, enter "0001".
13. Enter the desired account in the Account field. For thisexample, "0101".
14, Click the Create button; it looks like a lightening bolt.
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Step Action
15. Click the Save button.
16. Click the Complete option.
[ Complete
17. Click the Save button.
18. You have successfully completedthe Entering Paymentas Direct Journal topic.
You have learned to:
- enter a Direct Journal payment
End of Procedure.

2.5 Canceling an Invoice

With the payroll advance remittance deposited, the original bill createdto track it will be canceled
since the obligation was fulfilled.

In this topic, youwill use the Standard Billing pagesin GEARS to cancel a payroll advance bill
type.

After completingthis topic, youwill be able to:
e Modify and save an invoice with a Status of Canceled.

Procedure

Inthis topic, youwill learn how to cancel an invoice.
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Click on Main Menu to
Highlights

Recently Used pages
now appear under the

at the top left.

Breadcrumbs visually
display your navigation

to the contents of
subfolders.

Menu Search, located
under the Main Menu,

which makes finding
pages much faster.

Favorites menu, located

path and give you access

now supports type ahead

Home Worklist MuliChannel Console |  Addto Favortes |  Sign out

Personalize Content | Lavout

Top Menu Features Description (=INES]

Our menu has changed!

The menu is now located acrass the top of the page

get started.

AR240 - Managing Customer Billing,
Receivables and Customer Payments -

DBF

Step

Action

Click the

Begin by navigating to the Standard Billing page.

Main Menu button.

|rv1ain Menu

=]

Click the Sort Menu button.

Click the Billing menu.

| (3 Biling

Click the Maintain Bills menu.

| £3 Maintain Bills b

Click the Standard Billing menu.

| 5] standard Biling |
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favortes = Main Menu » Biing > Maintain Bils > Standard Biling

& New Window B, hiip
Bill Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

.’ Find an Existing Va w" Add a New Value

Business Unit: = x ppJup Q
Inveice: begins with =] | a

Bill Status: = = =l
Customer: beqins with =] | Q
Contract: begins with =] |

Bills in Business Unit: [= = Q
Template Invoice Flag:[= = =l

I™ case sensitive

Search Clear |Basic Search Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

6. TheBill Entry - Find an Existing Value page displays. Use this page to enter
search criteria.

Enter the Business Unit used to create the ADV Invoice in the Business Unit field.
For thisexample, enter "MDJUD."

MDJUD

7. Click the Search button.

8. Click Invoice 0000000002 hyperlink.
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ORACLE
Home | Workist | MultiChannel Console | Addto Favorites | Sign out

Favorites © Main Menu > Bilng > Maitain Bils > Standard Bilng
& New Window [ Personalize Page |, hitp
Line - Info 1
=
unit: MDJUD  Invoice: 0000000002 Pretax Amt: 100000 USD
Status: caN Q. Invoice Date: B cyclein: QUARTER Q
ype: CANCanceled g (o ONLINE Q “Frequency: Once - [5]
sCustomer: 1000000001 @ subcusti: [ SubCust2:
Anne Arundel Office Management
“Invoice Form: GRANTS @ From Date: El 1o pate: B
Accounting Date: Bl payTerms: IMMED A pay Methoa: Check =
Remit To: @ Bank Account: Q
sales: 02001 Q@ gill nquiry Phone: Q
Credit: DEFAULT @ coliector: [DEFAULT Q
Biller: DEFAULT Q. Billing Authority: Q
Goto Header Info 2 Address Copy Address
Motes Express Enfry
Summary Bill Search Line Search Navigation: [Header-info 1 El [prev  hed
18 Save (X Retumto Search Previousiniist | 42 NextinList| [ Netify | [ Refresn s Add UpdatelDisplay
Header-Info 1 | Line - Info 1
g il

Step Action

9. The Standard Billing page displays. Enter the appropriate status in the Status field.
For thisexample, enter "C AN".
Since the employee remittedtheir advance, thisinvoice is no longer needed for
tracking purposes. The statusof "Canceled" preserves the Invoice for historical
reference and makes it ineligible for processing.

10. Click the Save button.

11. The Saved message appears in the upper right hand corner as confirmation.

12. You have successfully completedthe Canceling an Invoice topic.

You have learned to:
- cancel an invoice

End of Procedure.

Lesson 3: Processing Payments Interfaced from MD State Treasury
Lesson Overview

The Judiciary receives an interface from the Maryland State Treasury office for paymentson
behalf of the Judiciary. The Maryland State Treasury Interface includes paymentsofthe
following types:
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Credit Card
Maryland Legal Service Interest

Asbestos Case (Baltimore City only)

Federal Tax Leins
Landlord Tenant Payments

Processing of these paymentsin GEARS will be performedby creating Direct Journal entries.

NOTE: Grant wires will be matchedto grant invoices manually through a payment worksheet - a
direct journal will not be created for these.

Lesson Objectives
After completingthis lesson, you will be familiar with:

Running the MD State Treasure's Interface
Processing interest payments

Processing asbestos paymentsfor Baltimore City
Processing federal tax liens

Processing landlord tenant payments

Processing grant wires

3.1 Running the MD State Treasury Interface

The first step in processing the paymentsin GEARS received from the Maryland State T reasury
office is to run the Maryland State Treasury interface.

In this section, you will run the Maryland State T reasury interface.

After completingthis section, you will be familiar with:

Running the Maryland State T reasury interface
Creating a match / no match report for credit card payments

3.1.1 Running the MD State Treasurer's Interface

Thistopic provides step-by-step instruction for processing the MD State T reasury Interface and
lists the Run control settingsto be select during the process.

After completingthis topic, youwill be able to:

Execute and run the MD State Treasury Interface

Procedure

In this topic, youwill learn howto run the MD State Treasurer's interface.
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Home Workist

Highlights

Recently Used pages
now appear under the

at the top left.

Breadcrumbs visually
display your navigation

to the contents of
subfolders.

Menu Search, located
under the Main Menu,

which makes finding
pages much faster.

Top Menu Features Description

Our menu has changed!

The menu is now located acrass the top of the page

Click on Main Menu to get started.

Favorites menu, located

path and give you access

now supports type ahead

= =X

MuliChannel Console |  Addto Favortes |  Sign out

Personalize Content | Lavout

AR240 - Managing Customer Billing,
Receivables and Customer Payments -

DBF

Step

Action

Click the

Begin by navigating to the AOC TRS ACH Interface page.

Main Menu button.

|ru13in Menu

Click the Maryland Judiciary menu.

| 3 Maryland Judiciary

|

Click the AOC Interfaces menu.

| (3 AOC Interfaces

'

Click the AOC TRS ACH Interface menu.

| £ AOC TRS ACH Interface |
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Marybnd Judicary > AOC Interfaces » AOC TRS ACH Interface
ENew Window B hitp
AOC TRS ACH Interface

Enter any information you have and click Search. Leave fields blank for a list of all values.

Add a New Value

[+

Search by: Run Control ID begins with
[Icase sensitive

Search | Advanced Search

Find an Existing Value | Add a New Valug

Step

Action

The AOC TRS ACH Interface - Find an Existing Value page displays. Use this
page to enter search criteriafor an available Run Control ID. Perform asearch for
an existing Run Control.

Click the Search button.

A Run Control isaset of parameters to run a process, which are saved so you don't

have to re-enter the same parameterseach time you run the process. A Run Control
is created per User ID.

Click onthe desired Run Control ID. For thisexample, click PSBIP.

NOTE: If thereisn't an existing value, click on the Add a New Value tab. Name the
run controlwith the prefix "PS" followed by your initials.
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Fa\'n_ntes H Ma\nvMenu > Mary\and_]ummary > AOC lnserh(es > AOC TRS ACH Interface
@ New Window ? Help [& Personalize Page 15, hitp
Run Control ID:  PSBIP Hepor{ifanagei Process Monitor By
Custom ACH Treasurer Interface
*Deposit Unit: [l
“BankCoge: |
“Bank Account: || R
Input File Name: ‘
B Save L. Returnto Search Hotify B Add
Step Action
7. The AOC TRS ACH Interface - AOC Runctl Trs page displays.
Enter the desired information into the Deposit Unit field. For thisexample,
enter "JUD36".
8. Enter the desired information into the Bank Code field. For thisexample,
enter "BOA".
9. Enter the desired information into the Bank Account field. For thisexample,
enter "36".
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Step Action

10. The following files are available forentry inthe Input File Name field:
tr020513 (Asbestos, Landlord/T enant, Interest)

tr020413 (Federal Tax Leins, Grant, Credit Card)

tr122112 (Asbestos, Landlord/T enant)

tr122012 (Asbestos, Landlord/T enant)

tr121912 (Ashestos, Landlord/T enant, Federal Tax Leins)

tr121812 (Ashestos, Landlord/T enant)

tr121712 (Asbestos, Landlord/T enant, Federal Tax Leins, Grant)

For thisexample, enter "tr020513".

11. Click the Run button.

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Maryland Judiciary > AOC Interfaces > AOC TRS ACH Interface

&0 New Window [ Personalize Page

Saved |

Process Scheduler Request

User ID: kenvp1 Run Control ID: PSBIP
server Name: [N ~ Run Date: [02/26/2013 [
Recurrence: - Run Time: [3:20:09PH Resetto Current Date/Time
Time Zone: Q
Select Description Process Name Process Type Type *Format Distribution
AOCTRSD AOCTRSD PSlob (None) | (None) -+ Distribution
OK | Cancel |
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Step Action

12. The AOC TRS ACH Interface - Process Scheduler Request page displays.
Click the O Khbutton.

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites | Main Menu > Maryiand Judicary > AOC Interfaces > AOC TRS ACH Interface
0 New Window ? Help [& Personalize Page &, hlp
. '»'i' unct I n
Run Control ID:  PSBIP Report Manager Pracess Monitar B
Custom ACH Treasurer Interface
“Deposit Unit: | JUD36 Q
“Bank Coge:  [BOA | Q Bank of America
*Bank Account: 38 (&
Input File Name: 1020513
B save | |\ Return to Search Hotify B Add
Step Action
13. The AOC TRS ACH Interface - AOC Runctrl Trs page displays.

Click the Process Monitor link.
|F'r-:u::ess Manitor
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Fa\'n_ntes Ma\nvMenu > Marvland_]udi(\arv > AOC Inserﬁ(es > AOC TRS ACH Interface e
} 0 New Window [ Personalize Page &, htip
Server List
useribfkenvpl @ Type - Last - [ 1 Dpas - Refresh
Server - Name [ Q instance | |t | |
Run Status - Distribution Status v Save On Refresh
[ B ' o
K . PSJob TO?’RSD ;Lﬂ 02/25/2013 3:20:09PM EST Success ::::‘:d @
Go back to AOC TRS ACH Interface
B save  |[=] Notify
Process List | Server List
Step Action
14. The AOC TRS ACH Interface - Process List page displays.
Click the Refresh button.
15. Click the Go back to AOC TRS ACH Interface link.
|Go back to AOC TRS ACH Interface|
16. You have successfully completedthe Running the MD State Treasurer's Interface

topic.

You have learned to:
- run the MD State Treasurer's Interface process
End of Procedure.

3.1.2 Creating a Match / No Match Report (Credit Card Payments Only)

The Match and No Match reportsallows you to balance paymentsinvoiced against payments
received through the MD State Treasury Interface to ensure that there isa match.

NOTE: The Match/No Match reportsare applicable to credit card paymentsonly.

After completingthis topic, youwill be able to:

Procedure

Generate the Match and No Match reports
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In this topic, youwill learn howto create a match / no match report for a credit card payment.

ORACLE’
Home | Workist | MuMiChannelConsole | AddtoFavortes | Signout

Favorites = Main Menu

Personalize Content| Lavout ? Help

Menu EX

Search:
®

& My Favorites
> Maryland Judiciary

> Data Expansion Tools
> Employee Self-Senice
> Manager Self-Senice

> Supplier Contracts

> Customers

> Partners

& Products

> Catalog Management

& Promotions

> Customer Contracts

> Order Management

> Pricing Gonfiguration

> Customer Returns

> ftems

> Cost Accounting

> Vendors

& Procurement Contracts
I Purchasing

& Inventory

> eProcurement

> Senvices Procurement
& Sourcing

> Engineering

> Manufacturing Definitions
> Production Gontrol

> Configuration Modeler
> Product Configurations
& Quality

> Inventory Palicy Planning
> Supply Planning

> Grants

> Program Management
& Project Costing

> Proposal Management
> Maintenance Management
> Resource Management

b Real Estate Management
~ Stominn
< m

I

Step

Action

Begin by navigatingtothe Query Viewer page.

Click the Main Menu button.
|Main ‘r'vhanu

Click the Menu sorticonto sort from AtoZ.

[

Click the Menu sorticonto sort from Z to A.

Click the Reporting Tools menu.
| (3 Reporting Tools r |

Click the Query menu.
| &3 Query ]

Click the Query Viewer menu.
| |=] Query Viewer |

The Query Viewer page displays. For thisexample, enter

"AOC_TRS_NOMATCH"in the Search By Required fieldto view the No Match

report.

Click the Search button.

| Search
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Step Action
9. Click the HTML link.
HTML
AOC_TRS_NOMATCH - Non Matching Treasurer Files
Processed Date: [&
Step Action
10. Enter the date you ran the MD State Treasury Interface in the Processed Date field.
For thisexample, enter "031413".
11. Click the View Results button.
View Results
12. Review theresults of the No Match Report.
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Processed Date: |03/14/2013 |[&] Close Tab (Ctrl+ W)

View Results

Download results in : Excel SpreadSheet CSvTextFile XMLFie (45kb)

AR240 - Managing Customer Billing,
Receivables and Customer Payments -

DBF

View All
XAction AOC Total
Date | Company EDE Amt

CLERK

1 |03/14/2013 |[BANKCARD | 1210001923 CCD [MERCH SETL |12/17/2012 11100002 [22| 05200163 | 00000003938704459 | 1932.50|430134400010480 |CIRCUIT 111000023
CTPGCO L4
CLERK

2 |03/14/2013 |[BANKCARD | 1210001923 |CCD [MERCH SETL |12/17/2012 11100002 [22| 05200163 | 00000003938704459 | 1001.30| 430134400010480 |CIRCUT 111000023
CTPGCO
CLERK

3 [03/14/2013 |[BANKCARD | 1210001923 |CCD [MERCH SETL |12/17/2012 11100002 [22| 05200163 | 00000003938704459 |  56.50|430134400010480 |CIRCUT 111000023
CTPGCO
CLERK

4 |03/14/2013 |[BANKCARD | 1210001923 |CCD [MERCH SETL |12/17/2012 11100002 [22| 05200163 | 00000003938704459 | 170.00|430134400010481|CIRCUT 111000023
CTBALT
OFC OF

5 |03/14/2013 |[BANKCARD | 1210001923 |CCD [MERCH SETL |12/17/2012 11100002 [22| 05200163 | 00000003938704459 | 151.50|430134400010482 |COURTS 111000023
CAROLLC
OFC OF

6 |03/14/2013 |[BANKCARD | 1210001923 |CCD [MERCH SETL |12/17/2012 11100002 [22| 05200163 | 00000003938704459 | 545.00|430134400010482 |COURTS 111000023
CAROLLC
CIRCUIT

7 |03/14/2013|BANKCARD | 1210001923 |CCD [MERCH SETL |12/17/2012(11100002|22| 05200163 00000003938704459 | 820.00|430134400010484 [CTANNE | 111000023
ARUNDE
CLERK

8 |03/14/2013 |BANKCARD | 1210001923 |CCD [MERCH SETL |12/17/2012 11100002 [22| 05200163 | 00000003938704459 | 652.00|430134400010485 |CIRCUT 111000023
CTMONTG
MARYLAND

9 (03/14/2013 |[BANKCARD | 1210001923 |CCD [MERCH SETL |12/17/2012 11100002 (22| 05200163 | 00000003938704459 | 3.75|430134400050033 | STATE 111000023
LAW LIB
HARFORD

10|03/14/2013 |[BANKCARD | 1210001923 |CCD [MERCH SETL |12/17/2012 11100002 [22| 05200163 | 00000003938704459 | 320.00|430134750165608 |COUNTY 111000023
CIRCUIT
HARFORD

11(03/14/2013 |[BANKCARD | 1210001923 CCD [MERCH SETL |12/17/2012 11100002 [22| 05200163 | 00000003938704459 |  50.00|430134750165608 |COUNTY 111000023
CIRCUIT i

< 0 ] »

LIRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favortes : Main Menu » Reporting Took > Query > Query Viewer

? Help

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values

SearchBY queryame T beginswith
Search Advanced Search
Search Results
*Folder View — All Folders — -
Personsiize | Find | View All| First K1 1 or1 O Lost

Runto Runto Runto Addto

Query Name Description OQumer Folder e Bl B9 schedule  ESAI2

ADC_TRS_NOMATCH Mon Matching Treasurer Files Public HTML Excel XML Schedule Favorite
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Step Action
14, Enter"AOC_TRS_INT_MATCH" in the Search By Required fieldto view the
Match Report.
15. Click the Search button.
| Search
16. Click the HTML link.
HTML
17. Enter the date you ran the MD State Treasury Interface in the Processed Date field.
For thisexample, enter "031413".
18. Click the View Results button.
View Results |
19. Review the results of the Match Report.
20. You have successfully completedthe Creating a Match / No Match Report (Credit
Card Payments Only) topic.
You have learned to:
- create a match / no match report for credit card payments
End of Procedure.

3.2 Processing Interest Payments

Interest paymentsare one of the types of paymentsthat will load into GEARS from the MD State
Treasury interface. Direct journals will be created in GEARS for interest payments.

Thissection provides step-by-step instruction for reviewing interest paymentsand updating the
accounting entrieson the Direct Journal page in GEARS.

After completingthis section, you will be able to:

e Review theinterest payments
e Update the accounting entrieson the direct journal page

3.2.1 Reviewing the Interest Payment

Interest paymentswill be loaded into GEARS from the MD State Treasury interface. The system
will create a direct journal for these interest payments. Interest paymentswill need to be verified
before creating a direct journal.

After completingthis topic, youwill be able to:
e Review theinterest paymentstransmitted from the Maryland State Treasury Interface

Procedure
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In this topic, youwill learn how to review the interest payment.

ORACLE"

Favorites = Main Menu

Menu EX
Search:

& My Favorites
> Maryland Judiciary

> Data Expansion Tools
> Employee Self-Senice
> Manager Self-Senice

> Supplier Contracts

> Customers

> Partners

& Products

> Catalog Management

& Promotions

> Customer Contracts

> Order Management

> Pricing Gonfiguration

> Customer Returns

> ftems

> Cost Accounting

> Vendors

& Procurement Contracts
I Purchasing

& Inventory

> eProcurement

> Senvices Procurement
& Sourcing

> Engineering

> Manufacturing Definitions
> Production Gontrol

> Configuration Modeler
> Product Configurations
& Quality

> Inventory Palicy Planning
> Supply Planning

> Grants

> Program Management
& Project Costing

> Proposal Management
> Maintenance Management
> Resource Management

[> Real Estate Management
N Cloffinn

Training Guide

Home | Workist | MuliChannelConsole | AddtoFavortes | Signout

Eil m

Personalize Content | Lavout

? Help

I

AR240 - Managing Customer Billing,
Receivables and Customer Payments -

DBF

Step

Action

Begin by navigating to the Regular Deposit page.

Click the Main Menu button.
|Main ‘r'vhanu

Click the Menu sort button.

[

Click the Accounts Receivable menu.

| (3 Accounts Receivable

Click the Payments menu.

| 3 Payments

Click the Online Payments menu.

| 31 Online Payments

Click the Regular Deposit menu.

| [Z] Regular Deposit
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Regular Deposit
Enter any information you have and click Search. Leave fields blank for a list of all values.

) Add a New Value

|~ Search Criteria

Deposit Unit: = - ’liQ
Deposit ID: beginswith [ |

User ID: beginswith ~ [ |Q
Assigned Operator ID: peginswitn ~| |@

[Icase Sensitive

Search Clear  |Basic Search Save Search Criteria

Find an Existing Value | Add a New Value

Home | Workist | MultiChannel Console | Addto Favorites |
Favorites = Main Menu » AccountsReceivable » Payments > Onine Payments > Reguir Deposit

Main Content

Sign out

[ New Window 2 Help & hitp

Step Action

7. The Regular Deposit - Find an Existing Value page displays. Use thispage to
enter search criteria for the deposit. For thisexample, enter *JUD36" in the Deposit

Unit field.

8. Click the Search button.

9. Click the hyperlink of the Interest deposit you wish to view. For thisexample, click

DepositID5.

=
-t

10. The Regular Deposit - Totals page displays.

Review the T otals tab.

11. Click the Paymentstab.

|anﬂenm
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites © Main Menu » Accounts Receivable » Payments > Onlne Payments > Reguiar Deposit

Enew Window ? Help [ Personalize Page [Sihttp *

Unit: JuD36 Deposit ID: 5 Date: 0210412013 Balance: Balanced

Find | view A1 First Kl 1071 1 14

Payment Seq: *Payment ID: bco13036-056 “Accounting Date: 02/0412013 |5l [
Amount: 244,155.98 Currency: USD

Rate Type: CRRNT Exchange Rate:

[C] Payment Predictor [Z] Journal Directly [C] Range of References
Payment Method: Electronic Fund T ~ (0 View Audit Logs
‘Customer Information Fing Frst Ll 101 L Lasy
=

‘Customer ID: Business Unit:

Remit From: Remit SetiD:

Name:

Corporate: Corporate SetiD:

SubCustt: SubCust2:

MICRD: Link MICR

Detail References

Personaize | Find | view A1 | B | B rist K qorq O Lo

B save L. ReturntoSearch [t PreviousinList 4 Nextinlist =) Notify = Refresh B+ Add Updatelispls)

< m ] r

Step Action

12. The Regular Deposit - Payments page displays.

Review the Paymentstab; click the Save button.

13. Confirm that the Deposit saved.

14. You have successfully completedthe Reviewing the Interest Payment topic.

You have learned to:
- review the interest payment

End of Procedure.

3.2.2 Updating the Accounting Entries on Direct Journal Page
After confirming the interest payment, the direct journal needs to be created.

After completingthis topic, youwill be able to:
o Create and save the direct journal payment
Procedure

In this topic, youwill learn to update the accounting entrieson the Direct Journal page.
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QlRACLE

ome | Workist | MultiChannel Console | Addto Favorites | Sign out

Hi
Favortes = Main Menu » AccountsReceivable > Payments > Onine Payments > Regular Deposit

B New Wi ? % a
B New Window ? Help [ Personalize Pa —|
Unit: JUD36 Deposit ID: 5 Date: 0210412013 Balance: Balanced

Payment Information Find | view Al First B 1.0r1 1 1o

Payment Seq: D *Payment ID: DCD13036-056 *Accounting Date: 021042013 |3 FE

Amount: 244,155.98 Currency:

Rate Type: CRRNT Exchange Rate:

[C] Payment Predictor [7] Journal Directly [T Range of References

Payment Method: Electronic Fund T ~ (0 View Audit L ogs

Customer Information Fing Frst Bl 401 L Lasy
=

Customerin: 1] Business Unit [

Remit From: Remit SetiD:

Name: 1

Corporate: Corporate SetiD:

SubCust: 1 SubCustz: 1
MICR D: L ] Link MICR

Detail References

Reference Information personaiize | Find | view A | B | Fret B qorq I Loel
Qual Code Reference To Reference
1 =l
@ save L\ ReturntoSearch |+ PreviousinList | +E NextinList |[Z] Notify | Refresh Er Add Update/Displa)
T i ] 3

Step Action

1. If you're in the Deposit, click the Payments breadcrumb.
|P'a1,fment5

2. Click the Direct Journal Payments menu.
| (3 Direct Journal Payments k |

3. Click the Create Accounting Entries menu.
| =] Create Accounting Entries
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- Search Criteria

Favorites : Main Menu > Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries

Create Accounting Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

DBF

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

0 New Window 2 Help {5, hitp

Deposit Unit:
Deposit ID:

Payment ID:
User ID:

[Clcase sensitive

Payment Sequence: =

Assigned Operator ID: begins with =

Search Clear  |pasic Search [§) Save Search Criteria

= - JuD36 Q
begins with ~ [5 aQ
-

beqgins with ~
begins with ~

Step

Action

The Findand Existing Value page displays. Since you were in the Deposit,
GEARS recognizes your Deposit ID.

Click the Search button.
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QlRACLE
Home |
Favortes = Main Menu » Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries

{:‘f;(

0 New Window 2 Help [& Personalize Page B hip

.’ ..... gEf -a" Deposit Control
unit: JuD36 Deposit ID: 5 Payment: DCD13036-056
Amount: 244,155.98 USD E- |

[C] complete
Budget Status:
Distribution Lines

[ &

Entry Event:

‘GEARS

General Enterprise And Resource Support

Workiist | MuliiChannel Console |  Add to Favorites | Sign out

2 save | L\ Return to Search Notify | 7 Refresh
v

Accounting Entries | Deposit Control

m Currency Details | Budget | Journal Reference Information
E::;'::;'s" *GL Unit Speed Type  Line Amount Currency ?\;‘;" PCA Fund  "Account  Program  APP'OP  Appropyr
1 1lMDJuD @ || SpeedType | 24415598 USD [cas|a [so183Q [3037@ [r537 | [Boos @ [acoosi@ [Av2013Q
e i J '
[ Tota
Lines: 1 Total Debits: 000 Currency:  USD Total Credits: 244,15598 Currency:  USD Net: -244,155.98

Step Action

Click the Create button.

The Create Accounting Entries- Accounting Entries page displays.

Notice that the second line generated.

Click the Save button.

Click the Complete option.
[ cComplete

Click the Save button.

Confirm that the Direct Journal saved.

10.
Journal Page topic.

You have learned to:
- update the accounting entries
End of Procedure.

You have successfully completedthe Updating the Accounting Entries on Direct
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3.3 Processing Asbestos Payments (Baltimore City)

Asbestos payments (applicable to Baltimore City only) are one of the typesof paymentsthat will
load into GEARS from the MD State Treasury interface. Direct journals will be created in
GEARS for ashestos payments.

Thissection provides step-by-step instruction for reviewing asbestos paymentsand updating the
accounting entrieson the Direct Journal page in GEARS.

After completingthis section, you will be able to:

e Review the asbestos payments
e Update the accounting entrieson the direct journal page

3.3.1 Reviewing the Asbestos Payment
Asbestos payments (applicable to Baltimore City only) will be loaded into GEARS from the MD

State Treasury interface. The system will create a direct journal for these asbestos payments.
Asbestos paymentswill need to be verified before creating a direct journal.
After completingthis topic, youwill be able to:

e Review the asbestos paymentstransmitted from the Maryland State Treasury Interface

Procedure

In this topic, youwill learn the procedures to review the ashestos payment.

Home. Worklist Mulichannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu
Personalize Content| Lavout ? Help

Menu EX

Search:
®

& My Favorites

> Maryland Judiciary

> Data Expansion Tools
> Employee Self-Senice
> Manager Self-Senice
> Supplier Contracts

> Customers

> Partners

& Products

> Catalog Management
& Promotions

> Customer Contracts
> Order Management

> Pricing Gonfiguration
> Customer Returns

> ftems L
> Cost Accounting

> Vendors

& Procurement Contracts

I Purchasing

& Inventory

> eProcurement

> Senvices Procurement

& Sourcing

> Engineering

> Manufacturing Definitions
> Production Gontrol

> Configuration Modeler

> Product Configurations

& Quality

> Inventory Palicy Planning
> Supply Planning

> Grants

> Program Management

& Project Costing

> Proposal Management

> Maintenance Management
> Resource Management
> Real Estate Management
" Sinfinn

o« m ] |
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Step Action

1. Begin by navigating to the Regular Deposit page.

Click the Main Menu button.

Main Menu
b

2. Click the Menu sort button.

[=1]

3. Click the Accounts Receivable menu.
| 1 Accounts Receivable L_l

4, Click the Payments menu.
| ©1 Payments bl

5. Click the Online Payments menu.
| ©1 Online Payments vl

6. Click the Regular Deposit menu.
| [=| Regular Deposit |

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu » AccountsReceivable » Payments > Onine Payments > Reguir Deposit

[ New Window 2 Help & hitp
Regular Deposit
Enter any information you have and click Search. Leave fields blank for a list of all values.

Add a New Value

[~
Deposit Unit: = - | Q
Deposit ID: begins with =

User ID: begins with = Q
Assigned Operator ID: begins with ~ Q.

[Icase Sensitive

Search Clear  |Basic Search Save Search Criteria

Main Content

Find an Existing Value | Add a New Value
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Step Action

7. The Regular Deposit - Find an Existing Value page displays. Use thispage to
enter search criteria.

For thisexample, enter "JUD36" in the Deposit Unit field.

8. Click the Search button.

9. Click Deposit ID 19 hyperlink for the Asbestos deposit you wish to view.

10. The Regular Deposit - Totals page displays.

Review the Deposit Totals tab.

11. Click the Paimentstab.

LIRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites © Main Menu » Accounts Receivable » Payments > Onlne Payments > Requiar Deposit

ENewWindow ? Help [& Personalize Page Gihitp *

Unit: JuD36 Deposit ID: 3 Date: 0210412013 Balance: Balanced
Payment Information Find | view A1 First Kl 1071 1 14
Payment Seq: *Payment ID: DCC13036-906 “Accounting Date: 02/0412013 |5l [
Amount: 1,065.00 Currency: USD
Rate Type: CRRNT Exchange Rate:
[C] Payment Predictor [Z] Journal Directly [C] Range of References

Payment Method: Electronic Fund T ~ ) View Audit Logs

=
‘Customer ID: Business Unit:
Remit From: Remit SetiD: |
Name: i
Corporate: Corporate SetiD:
SubCustt: SubCust2:
MICRD: Link MICR

Detail References

Personaize | Find | view A1 | B | B rist K qorq O Lo

Qual Code Reference To Reference

B save L. ReturntoSearch [t PreviousinList 4E Nextinlist |[=) Notify = Refresh B+ Add Updatelispls)

< [0 ] ’

Step Action

12. The Regular Deposit - Payments page displays.

Review the Paymentstab; click the Save button.
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Step Action

13. Confirm that the Deposit saved.

14, You have successfully completedthe Reviewing the Asbestos Payment topic.

You have learned:
- the stepsto review the asbestos payment
End of Procedure.

3.3.2 Updating the Accounting Entries on the Direct Journal Page
After confirming the asbestos payment, the direct journal needs to be created.

After completingthis topic, youwill be able to:
o Create and save the direct journal payment
Procedure

In this topic, youwill learn how to update the direct journal accounting entries.

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu » AccountsReceivable » Payments > Onine Payments > Reguiar Deposit

0 New Window 2 Help [& Personalize Page Ehhilp *

RCECH] Paments |

Unit: JuD36 Deposit ID: 3 Date: 020412013 Balance: Balanced

Payment Seq: *Payment ID: bcc13036-906 “Accounting Date: 0210412013 |5 [

Amount: 1,065.00 Currency:
Rate Type: Exchange Rate:

[C] Payment Predictor [7] Journal Directly [T Range of References
Payment Method: Electronic Fund T ~ (©) View Audit Logs

Customer Informatior

Customer ID: Business Unit:
Remit From: Remit SetiD:
Name:

Corporate: Corporate SetiD:
SubCustt: SubCust2:
MICRID:

Link MICR

Detail References

Qual Code Reference To Reference

B save L. Returnto Search | tF] PreviousinList +E Nextinlist |[=] Motfy . Refresh B+ Add
<

Step Action
1. If you're in the Deposit, click the Payments breadcrumb.
|Pa}rment5
2. Click the Direct Journal Payments menu.
| 1 Direct Journal Payments k |
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Step Action
3. Click the Create Accounting Entries menu.
=| Create Accounting Entries
4. The Create Accounting Entries page displays. Use this page to enter search
criteria. Since you were inthe Deposit, GEARS recognizes your Deposit ID.
Click the Search button.
5. Click the hyperlink of the Interest deposit for which you wish to create an
accounting entry. For this example, click Deposit ID 3.
6. Click the Create button.
7. Notice that the second line generated.
Click the Save button.
8. Click the Complete option.
Complete
9. Click the Save button.
10. Confirm that the Direct Journal saved.
11. You have successfully completedthe Updating the Accounting Entries on the Direct
Journal Page topic.
You have learned to:
- update the direct journal accounting entries
End of Procedure.

3.4 Processing Federal Tax Leins

Federal tax liens are one of the types of paymentsthat will load into GEARS from the MD State
Treasury interface. Direct journals will be created in GEARS for federal tax lien payments.

Thissection provides step-by-step instruction for reviewing federal tax liens and updating the
accounting entrieson the Direct Journal page in GEARS.

After completingthis section, you will be able to:

e Review the federal tax lien payments
e Update theaccounting entrieson the direct journal page
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3.4.1 Reviewing Federal Tax Lien Payments

Federal tax lien paymentswill be loaded into GEARS from the MD State Treasury interface. The

system will create adirect journal for these federal tax lien payments. Federal tax lien payments
will need to be verified before creating a direct journal.

After completingthis topic, youwill be able to:
e Review theashestos paymentstransmitted from the Maryland State T reasury Interface
Procedure

In this topic, youwill learn to review federal tax lien payments.

Home | workist | | AddtoFavortes | Signout
Favorites - Main Menu

Personalize Content| Layout ? Help

Top Menu Features Description =

Our menu has changed!

The menu is now located across the top of the page.
Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the
Favorites menu, located
at the top left.

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

Step Action

1. Begin by navigating to the Regular Deposit page.

Click the Main Menu button.
|Main lﬂenu

2. Click the Accounts Receivable menu.

| (3 Accounts Receivable r |
3. Click the Payments menu.

| 1 Payments >|
4, Click the Online Payments menu.

| ©2 Online Payments ]
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Step Action
5. Click the Regular Deposit menu.
| |=| Regular Depasit |
== | || | si
Favorites - Main Menu > Accounts Receivable > Payments > Online Payments > Regular Depost e e e Lo
[ New Window 2 Help &, http
Regular Deposit
Enter any information you have and click Search. Leave fields blank for a list of all values.
Add a New Value
Deposit Unit: = - MDJUD Q,
Depesit ID: begins with =
User 1D bagins wilh = MDJUD Adm\mstrahv\iaﬁ'me of Court!
Assigned Operator ID: begins with ~ Q.
[[case Sensitive
Search Clear . |Basic Search Save Search Criteria
Find an Existing Value | Add a New Value
Step Action
6. The Regular Deposit - Find an Existing Value search page displays.
Enter the desired information into the Deposit Unit field. For thisexample,
enter "JUD36".
7. Click the Search button.
8. Click the Deposit ID 11 link of the Asbhestos deposit you wish to view.
9. The Regular Deposit - Totals page displays.
Review the information on the Deposit Totals tab.
10. Click the Paymentstab.

| Payments
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QlRACLE

Home | Workist || AddtoFavorites |  Signout
Favorites - Main Menu » AccountsReceivable » Payments > Onlne Payments > Reguiar Deposit

ENew Window ? Help [ Personalize Page \Eihttp *

Totals
Unit: JuD36 Deposit ID: 11 Date: 0200112013 Balance: Balanced
Payment Information Find | view A1 First Kl 1or1 1 14
Payment Seq: *Payment ID: DCB13035-547 “Accounting Date: 0210112013 |5 [
Amount: [500 Currency: D
Rate Type: CRRNT Exchange Rate:
[C] Payment Predictor [Z] Journal Directly [T Range of References
Payment Method: Electronic Fund T ~ (0 View Audit L ogs
=
‘Customer ID: Business Unit:
Remit From: Remit SetiD: |
Name: i
Corporate: Corporate SetiD:
SubCust1: SubCust2:
MICR ID: Link MICR
Detail References
Personaize | Find | view A1 | B8 | 7 First KT 1071 O (55
Qual Code Reference To Reference
1 =l
B save L. ReturntoSearch tE] PreviousinList +F Nextinlist |[=) Motify = 7 Refresh B Add Update:

< m | ’

Step Action

11. The Regular Deposit - Payments page displays.

Review the Paymentstab; click the Save button.

12. Confirm that the De positsaved.

13. You have successfully completedthe Reviewing Federal Tax Lien Payments topic.

You have learned to:
- review federal tax lien payments

End of Procedure.

3.4.2 Updating the Accounting Entries on the Direct Journal Page
After confirming the federal tax lien payment(s), the direct journal needs to be created.

After completingthis topic, youwill be able to:
e Create and save the direct journal payment
Procedure

In this topic, youwill learn to update direct journal accounting entries.
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QlRACLE

Home | Workist || AddtoFavorites |  Signout

Favorites : Main Menu » Accounts Receivable > Payments > Onine Payments > Regular Deposit

Saved ‘

EINewWindow ? Help [& Personalize F‘a%
Unit: JUD36 Deposit ID: 11 Date: 0210112013 Balance: Balanced
Payment Information Find | view Al First B 4011 13 Lo
Payment Seq: \:l *Payment ID: bca13035-547 “Accounting Date: 02/0112013 |5 [
Amount: 15.00 Currency:
Rate Type: CRRNT Exchange Rate:
[C] Payment Predictor [Z] Journal Directly [C] Range of References
Payment Method: Electronic Fund T ~ (0 View Audit Logs
‘Customer Information Fing Frst Ll 101 L Lasy
=
Customern: 1] Business Unit [
Remit From: Remit SetiD:
Name:
Corporate: Corporate SetiD:

SubCustt: C ] subCustz: 1
MICRID: [ Link MICR

Detail References

Reference Information personaiize | Find | view A1 | B | 3 Fret K qore I ool
Qual Cade Reference To Reference
1 =l
[ save |\ Returnto Search | [+F] PreviousinList | 4E NextinList |[Z] Netify | Refresh Er Add Updale/Display
T i ] v

AR240 - Managing Customer Billing,
Receivables and Customer Payments -

DBF

Step

Action

If you're in the Deposit, click the Payments breadcrumb.

Click the Direct Journal Payments menu.
| (3 Direct Journal Payments k |

Click the Create Accounting Entries menu.
| =] Create Accounting Entries
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SieasEs Home | Workist || AddtoFavorites |  Sign out

Favorites © Main Menu > Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries
[ New Window 2 Help & http
Create Accounting Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

[+

Deposit Unit: = - JUD36 Q,
Deposit ID: begins with

JUD36 Common Headquarters
Payment Sequence: = -
Payment ID: beging with ~
User ID: begins with
Assigned Operator ID; begins with =

[Ccase sensitive

Search Clear | Basic Search Save Search Criteria

Step Action

4, The Create Accounting Entries- Find an Existing Value page displays. Since you
were in the Deposit, GEARS recognizes your Deposit ID.

Click the Search button.

5. The Accounting Entries page displays.
Click the Create button.

6. Notice that the second line generated. Click the Save button.

7. Click the Complete option.
[ cComplete

8. Click the Save button.

9. You have successfully completedthe Updating the Accounting Entries on the Direct
Journal Page topic.

You have learned to:
- update the direct journal accounting entries
End of Procedure.
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3.5 Processing Landlord Tenant Payments

Landlord tenant paymentsare one of the types of paymentsthat will load into GEARS from the
MD State Treasury interface. Direct journals will be created in GEARS for Landlord tenant
payments.

Thissection provides step-by-step instruction for reviewing Landlord tenant paymentsand
updating the accounting entrieson the Direct Journal page in GEARS.

After completingthis section, you will be able to:

e Review thelandlord tenant payments
e Update the accounting entrieson the direct journal page

3.5.1 Reviewing Landlord Tenant Payments

Landlord tenant paymentswill be loaded into GEARS from the MD State Treasury interface. The
system will create adirect journal for these landlord tenant payments. Landlord tenant payments
will needto be verified before creating a direct journal.

After completingthis topic, youwill be able to:

e Review thelandlord tenant paymentstransmitted from the Maryland State T reasury
Interface

Procedure

In this topic, youwill learn to review landlord tenant payments.

Home | workist | | AddtoFavortes | Signout
Favorites : Main Menu

Personalize Content| Lavout ? Help

Top Menu Features Description =X

Our menu has changed!

The menu is now located acrass the top of the page
Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the
Favorites menu, located
at the top left.

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

hitp:// oraclel6. courts state.md.us:11800/ psp, OYEE/ERP/h/ |
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Step Action

1. Begin by navigating to the Regular Deposit page.

Click the Main Menu button.
|rv1a in 1r:1e nu

2. Click the Accounts Receivable menu.
1 Accounts Receivable ¢ |
3. Click the Payments menu.
| 1 Payments >|
4, Click the Online Payments menu.
| 1 Online Payments * |
5. Click the Regular Deposit menu.

|_ | Regular Deposit |

6. The Regular Deposit - Find an Existing Value page displays. Use thispage to
enter search criteria.

Enter the desired information into the Deposit Unit field. For thisexample,
enter "JUD36".

7. Click the Search button.

8. Click the Deposit ID 22 link of the Asbestos deposit you wish to view.

9. Review the information on the Deposit Totals tab.

10. Click the Paymentstab.

11. Review the Paymentstab; click the Save button.

12. Confirm that the De positsaved.

13. You have successfully completedthe Reviewing Landlord Tenant Payments topic.

You have learned to:
- review landlord tenant paymentsreceived
End of Procedure.

3.5.2 Updating the Accounting Entries on the Direct Journal Page
After confirming the landlord tenant(s), the direct journal needs to be created.

After completingthis topic, youwill be able to:
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o Create and save the direct journal payment

Procedure

In this topic, youwill learn to update direct journal accounting entries.

QRACLE
Home | Workist || AddtoFavorites |  Signout
Favorites © Main Menu » Accounts Receivable » Payments > Onine Payments > Reguiar Deposit

teal Wi 2 = »
B New Window ? Help [ Personalize Pa —|

Unit: JuD36 Deposit ID: 4 Date: 0210412013 Balance: Balanced
Payment Seq: *Payment ID: [bcc13036-907 | *Accounting Date: 021042012 5 FE
Amount: [sooo0 ] Currency: D
Rate Type: CRRNT Exchange Rate:
[C] Payment Predictor [Z] Journal Directly [C] Range of References
Payment Method: Electronic Fund T + ) View Audit Logs
=
‘Customer ID: Business Unit:
Remit From: Remit SetiD: |
Name: i
Corporate: Corporate SetiD:
SubCustt: SubCust2:
MICRD: Link MICR

Detail References

Personaize | Find | view A1 | B | B rrst K qorq O Lo

Qual Code Reference To Reference

, EIE]

B save L. ReturntoSearch [t PreviousinList 4E Nextinlist =) Notify = 7 Refresh B Add Updatelispls)

< m ] ’

DBF

Step Action

1. If you're in the Deposit, click the Payments breadcrumb.
|Pa}rment5

2. Click the Direct Journal Payments menu.
| (3 Direct Journal Payments r |
3. Click the Create Accounting Entries menu.

| =] Create Accounting Entries

4. The Create Accounting Entries - Find an Existing Value page displays. Use this

your Deposit ID.

Click the Search button.

page to enter search criteria. Since you were inthe Deposit, GEARS recognizes

5. Click the Deposit ID 4 link of the Interest deposit for which you wish to create an

accounting entry.
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Step Action

6. Click the Create button.
5

£

7. Click the Save button.
Bl save

8. Click the Complete option.

9. Click the Save button.
E save

10. You have successfully completedthe Updating the Accounting Entries on the Direct

Journal Page topic.

You have learned to:
- update the direct journal page accounting entries
End of Procedure.

3.6 Processing Grant Wires

Grant wire paymentsare one of the typesof paymentsthat will load into GEARS from the MD
State Treasury interface. Grant Wire Paymentsare processed differently in GEARS than the
other typesof payments (interest, asbestos, landlord tenant, and federal tax liens). Grant
invoice(s) will need to be matched to the payment(s). A payment worksheet will be created to

manually apply the payment to the invoice

Thissection provides step-by-step instruction for reviewing grant paymentsand applying grant

paymentsto the grant invoices.

After completingthis section, you will be able to:

e Review the grant payments
e Apply grant paymentsto the grant invoice

3.6.1 Reviewing Grant Payment

Grant paymentswill be loaded into GEARS from the MD State Treasury interface. You will need
to review the payment transaction for the grant. A query will be provided to identify the

paymentswhich are specific for Grants.

After completingthis topic, youwill be able to:

e Review the grant paymentstransmitted from the Maryland State Treasury Interface

e View thedeposit control and grant payment information
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Procedure

In this topic, youwill learn to review grant payment.

Favorites - Main Menu

Top Menu Features Description

Our menu has changed!

Home

= =X

The menu is now located acrass the top of the page

Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the
Favorites menu, located
at the top left.

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

Training Guide
AR240 - Managing Customer Billing,

Workiist MuliChannel Console |  Addto Favortes |  Sign out

Personalize Content | Lavout

? Help

Receivables and Customer Payments -

DBF

Step Action
1. Begin by navigating to the Regular Deposit page.
Click the Main Menu button.
2. Click the Menu sort button.
=]
3. Click the Accounts Receivable menu. _
| (1 Accounts Receivable l"l
4. Click the Payments menu.
| (1 Payments >|
5. Click the Online Payments menu.
| (3 Online Payments Pl
6. Click the Regular Deposit menu.

|| | Regular Deposit
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-y L

<« ‘@ @ http://orscleld.coutts.state.md.us:1 3080/ psp/fstst/EMPLOVEE/El © v & X

(& Regular Depesit

File Edit View Favorites Tools Help

9% [ GEARS. - Home 2] Request Refund ftem
ORA

Suggested Sites v ] Web Slice Gallery

Home | ‘Workist | MuliChannelConsole | AddtoFavorites |  Sign out
Favorites © Main Menu > Accounts Receivable > Payments > Onlne Payments > Regulr Deposit

ENew Window ? Help B htip
Regular Deposit

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a New Value

|~ Search Criteria

Deposit Unit: = - Q
Deposit ID: begins with +
User ID: begins with + Q

Assigned Operator ID: begins with = Q

[T case Sensitive

Search Clear |Basic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value

’:-3\ H ol E@j 609 puTJ I

Step Action

7. The Regular Deposit - Find an Existing Value page displays. Use thispage to
enter search criteria.

Click the Look up Deposit Unit (Alt+5) button.
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<« & & hitp//oracleld.courts.state.md.us:13080/psp/fstst/EMPLOVEE/E| © + € X & Regular Deposit
File Edit View Favorites Tools Help
9% [1] GEARS. - Home 2] RequestRefund ltem [] Suggested Sites v & Web Slice Gallery

Look Up Deposit Unit

Deposit Unit: begins with = |

[ Lookup || clear || Cancel | asic Lookun

Search Results
First [4] 1-17 of 17 [3] Lasf

it Description
Grants
Allegany County Circuit Court
Anne Arundel Circuit Court
Baltimore County Circuit Court
Calvert County Circuit Court
Caroline County Circuit Court
Carroll County Circuit Court
Cecil County Circuit Court
Howard County Circuit Court
Administrative Office of Court
Common Headquarters
‘Anne Arundel District Court
Baltimore County District Cour
Worcester County District Cour|

[t
:

=
c
2

=
€
2

=
c
=

=
€
2

=
c
2

-
€
2

=
c
=

-
c
]
>
&

=
c
=]
@
&

-
c
=]
&
>

=
c
=]
&
ta]

-
c
]
=
]

=
c
2
=

Baltimore City District Court
Ticket Processing Center
Administrative Office of Court

=i

javasc "#ICRowT);

Step Action

8. The Look Up Deposit Unit search page displays.
Click the JUD36 link.

UD36

9. The Regular Deposit - Find an Existing Value search page displays.
Click the Search button.

10. Click the Deposit ID 112 link.
112]
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il & nttp://oracield.courts.state.md.us:1 3080/ psp/fstst/EMPLOVEE/E O + & X

(& Express Deposit

6@GEARS

5 B

File Edit View Favorites Tools Help
| GEARS. - Home 27 Request Refund ltem

Suggested Sites v ] Web Slice Gallery

Home | ‘Workist | MuliChannelConsole | AddtoFavorites |  Sign out

0 New Window ? Help [ Personalize Page B hiip

Favorites : Main Menu > Accounts Receivable > Payments > Online Payments > Express Deposit
m Payments |/ Action
unit: JUD36 Deposit ID: 112 View AuditLogs
“Accounting Date: 12114/2012] B Control Currency: usD Q
“Bank: BOA Q poa Format Currency: usD Q
*Account: 36 @ p0000003938704450 Rate Type:
“Deposit Type: H Q acH Exchange Rate: =]
Control: 40,536.93 *Count: 1 | Received: 121420125
Entered: 40,536.98 1 | | “Entered: 12142012 ]
Difference: 0.00 0 Posted:
Posted: 0.00 0 | | Assigned: debbie.seipp Q
Journalled: 0.00 0 User: debbie seipp
& Save | |2 RetumtoSearch | 1E PreviousinList | {E Nextinist [Z] Wefity | s Refresh Ex Add
Totals | Payments | Action

z & @ [EIRGE]

General Enterprise And Resource Support

s10PM | |
013

Step Action

11. The Express Deposit page displays.

Click the Paymentstab.

12. The Regular Deposit - Payments page.

Review the Payment ID and amount from the ach file.

13.

You have learned to:
- review grant payment
End of Procedure.

You have successfully completedthe Reviewing Grant Payment topic.

3.6.2 Applying Payment to Inwice

A payment worksheet is created in GEARS after the grant payment hasbeen reviewed. Then,

apply the payment to an open grant invoice for the customer.

After completingthis topic, youwill be able to:

o Create a payment worksheet for a grant payment that has been reviewed

e Apply the payment to an open invoice for a customer

Procedure
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In this topic, youwill learn to apply payment to invoice.

-

<« f-'—)“ @ http://oracleld.courts.state.md.us:13080/ psp/fstst/EMPLOVEE/El  + & X | & Express Deposit

File Edit View Favorites Tools Help

7% [1] GEARS. - Home 2] RequestRefund ltem [] Suggested Sites v & Web Slice Gallery

Home | ‘Workist | MuliChannelConsole | AddtoFavorites |  Sign out
Favorites = Main Menu > Accounts Receivable > Payments > Oniine Payments » Express Deposit

FNewWindow ? Help [& Personalize Page B hitp

Totals Action £3 Online Payments »
€3 Apply Payments »

Unit JUD3s 3 Electronic Payments »
3 Direct Journal Payments »

Bank Account: BOA £ Cash Control Entries ' 40536.98  Count: 1
3 Review Payments »

Deposit Balanced: Yes = Reports K 40536.98  Count: 1
£ Cash Drawer » 0.00  Count:

Payment Seq: D “Payment ID: DCD12352-603 “Accounting Date: 1201412012 [

Amount: 40,536.98 Currency:
Exchange Rate:

Rate Type:

nic Fund Transfer =

Payment Method: Selected: 0.00
Status: Unident Discount: 000  Add Conversation Aftachments (0
Payment Predictor Remaining: 40,536.98  View/Jpdate Conversations View Audit Logs
Reference Information personalze | Find | View 41| H
item 1D Line Pay Amt Currency  DocumentiD  CustiD unit Discount  Disc Avail
1 Q Q o
) Save | RetumtoSearch | +2] PreviousinList | [#3 Wextinlist (=] otity | |4 Refresh E

Totals | Payments | Action

Step Action

1. Begin by navigating to the Payment Worksheet page.

Click the Apply Payments menu.
(3 Apply Payments *l

2. Click the Create Worksheet menu.
| [=] Create Worksheet |
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& http://oracleld.courts.state.md.us:1 3080/ psp/fstst/EMPLOVEE/E © ~ & X

(5@GEARS

General Enterprise And Resource Support

& Create Worksheet X

Deposit Unit:

Deposit ID:

Payment Sequence:
Payment ID:

Payment Status:
User ID:

Assigned Operator ID:

Accounting Date:

[CIcase sensitive

9% [ GEARS. - Home 2] Request Refund ftem

File Edit View Favorites Tools Help

Menu > Accounts Receivable » Payments > Apply Payments > Create Worksheet

Create Payment Worksheet

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an existing payment

Suggested Sites v ] Web Slice Gallery

Home | Workist | MuliChannelConsole | AddtoFavorites |  Sign out

EDNew Window  ? Help 1B, http

|~ Search Criteria

B uD36 Q
vegins witn -
JUD36

Common Headquarters

= -
begins with = Q

begins with +
begins with = Q

Payment Predictor Method: begins with (¢}

E E—

Search || Clear |Basic Search [§) Save Search Criteria

B o g E

Action

The Create Payment Worksheet page displays.
Click the JUD36 object.

Click the Search button.
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Favorites

: Main Menu > Accounts Receivable > Payments > Apply Payments > Create Worksheet

Payment Worksheet Selection

Deposit Unit: JUD36 Payment ID:
DepositID: 112 Payment Amount:
Deposit Status: None Applied Payment Status:

| workist |

Wulichannel Console | Add to Favorites Sign out

FMewWindow ? Help [ Personalize Page B, htip =

it
DCD12352-603 Payment Predictor

4053698 USD
Identified

‘Customer Criteria

Customer Criteria: Customer Reference
Customer tems T CustomeriD: A Business Unit: [ a =
Name:
Remit SetiD: Remit From 1D:
Corporate SetiD: Corporate ID:
MICR ID: Q& Linkmicr

Reference Criteria:

Reference Criteria

Item Reference Personalize | Find | V= 4 First K 4 0F 1 1 Last
Hone T lGualCode  Reference ToReference
Rj\séﬁﬁ:’m Bl Q| a ]
Match Rule:
Detail Reference
tem Status

[tem Inclusion Options

® Alltems
Exclude Deduction ltems

© Deduction Items Only

Exclude Collection ltems

© Items in Dispute Only
Exclude Dispute ltems

Worksheet Action
| Bula | | clear | Created at: Items: 0
Worksheet Selection Worksheet Application Worksheet Action

save | [ Retumto Search | [+E frevioue it | 4B Nextin List Notify | Refresh
2] a [RE el = ||

Action

The Payment Worksheet Selection page displays.

Click the Look up Customer ID (Alt+5) button.

Look Up Customer ID

Customer ID: begins with

‘Short Name: begins with

Name 1: begins with

Credit Analyst: begins with

Remit From Customer: begins with

Ship To Customer:  begins with

Corporate Customer:  begins with

City: begins with

State: begins with

Postal Code: begins with

| LookUp || Clear || Cancel |gasicLookup

Search Results

View 100

SetiD | CustomerID Short Name.

SHARE 1000000001 AnnArundOM
SHARE| 1000000002 test333
SHARE 1000000003 OTC222Tst1
SHARE| 1000000004 OTC222TST2
SHARE 1000000005 Michelle G
SHARE| 1000000006 OTC232CUS1
SHARE| 1000000007 OTC232CUS2
SHARE| 1000000008 DEFERRED P
SHARE 1000000009 DEFER-TWO
SHARE| 1000000010 Local Cust

Hame 1

Anne Arundel Office Management
test customer 333

OTC222 TestCust1 DR

OTC222 TestCust?2 DR

Wichelle Gunter

OTC232 TestCust1

OTC232 CUST2

DEFERRED PAYMENT CUSTOMER

DEFFERED TWO
Local Customer- eacrow 111

Alternate Credit

Name1  Analyst
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

Remit From |Ship 1
Customer |Custc
DEFAULT DEFAULT 1000000001 )Y
DEFAULT DEFAULT|1000000002(N
DEFAULT DEFAULT 1000000003 Y
DEFAULT DEFAULT 1000000004]Y
DEFAULT DEFAULT 1000000005 )Y
DEFAULT DEFAULT 1000000006 Y
DEFAULT DEFAULT 1000000007 Y
DEFAULT DEFAULT 1000000008 Y
(blank)  DEFAULT DEFAULT 1000000009 Y
(blank) DEFAULT DEFAULT 1000000010 /N

Collector

<
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Action

The Look Up Customer ID page displays.

Click the AnnArundOMh
AnnArundCi

yperlink.

SetiD CustomerID Short Name

SHARE 1000000001 AnnArundoM
SHARE 1000000002 test333
SHARE 1000000003 OTC222Tst1
SHARE 1000000004 OTC222TST2
SHARE 1000000005 Michelle G

SHARE 1000000006 OTC232CUS1
SHARE 1000000007 OTC232CUS2

SHARE 1000000008 DEFERRED P
SHARE 1000000009 DEFER-TWO
SHARE 1000000010 Local Cust
SHARE 1000000011 Escrow loc
SHARE 1000000012 Burt Reyno
SHARE 1000000013 Escrow Cus
SHARE 1000000014 John Doe L
SHARE 1000000015 Corporate

SHARE 1000000022 NEW

SHARE CA-TEST | TEST CADT
SHARE GM-0000001/SJ1

SHARE GW-0000002 MHSO
SHARE GM-0000003 Governor's
SHARE GW-0000004 Gov Office
SHARE GM-0000005 OVAW
SHARE GWM-0000006 BJA

Hame 1

Anne Arundel Office Management
test customer 333

OTC222 TestCust1 DR
OTC222 TestCust?2 DR
Wichelle Gunter

OTC232 TestCust1

OTC232 CUST2

DEFERRED PAYMENT CUSTOMER

DEFFERED TWO

Local Customer- eacrow 111
Escrow local 222

Burt Reynolds

Escrow Customer 1

John Doe Local Cust
Corporate Surety Customer 1
Jane Dog

TEST CAEFFDT

State Justice Institute

Marviand Highway Safety Office
STOP Violence Against Women

Alternate Credit

Remit From Ship1

ame 2 Name 1

(blank) (blank)
(blank) (blank]
(blank) (blank]
(blank) (blank]
(blank) (blank]
(blank) (blank]
(blank) (blank]
(blank) (blank]
(blank) (blank]
(blank) (blank]
(blank) (blank]
(blank) (blank]
(blank) (blank]
(blank) (blank]
(blank) (blank]
(blank) (blank]
(blank) (blank]
(blank) (blank]
(blank) (blank]
Gov Office of Crime Control & Prevention (blank)

Edward J. Byne Justice Assist Grant Pam Gov Office of Crime Control & Prevention (olank)

Office on Violence Against Women
Bureau of Justice

U.S. Department of Justice blank)
U.S. Di of Justice Dlank;

SHARE GM-0000007 CSEA

Child Support

State of Maryland Dlank]

SHARE GW-0000008 CSEA

Child Support

Office of Policy and Ledisation blank)

SHARE GM-0000009 ACF/Child

ACFIChildren's Bureau-Region lll

SHARE JUDO01 AlleqanyCC
SHARE JUD02 ANnArUNdCC
SHARE JUD03 BaltCntyCC
SHARE JUD04 Calvert CC
SHARE JUD05 CarolineCC
SHARE JUD06 Carroll CC

Allegany County Circuit Court
Anne Arundel County Circuit Court
Baltimore County Circuit Court
Calvert County Circuit Court
Caroling County Circuit Court
Carroll County Circuit Court

U.S. Dept of Health and Human Sevices |(blank)
(blank) (blank)
(blank) (blank)
(blank) (blank)
(blank) (blank)
(blank) (blank)
(blank) (blank]

<[

Analyst  SOUESOr oysiomer  Custc

DEFAULT DEFAULT 1000000001 Y
DEFAULT DEFAULT|1000000002 N
DEFAULT DEFAULT 1000000003 ¥
DEFAULT DEFAULT|1000000004 Y
DEFAULT DEFAULT 1000000005 Y
DEFAULT DEFAULT|1000000006 Y
DEFAULT DEFAULT 1000000007 ¥
DEFAULT DEFAULT|1000000008 Y
DEFAULT DEFAULT 1000000009 ¥
DEFAULT DEFAULT|1000000010 N
DEFAULT DEFAULT 1000000011 M.
DEFAULT DEFAULT|1000000012 Y
DEFAULT DEFAULT 1000000013 N
DEFAULT DEFAULT|1000000014 N
DEFAULT DEFAULT 1000000015 Y
DEFAULT DEFAULT|1000000022 N
DEFAULT DEFAULT CA-TEST Y
DEFAULT DEFAULT|GM-0000001)Y
DEFAULT DEFAULT GIM-0000002 Y
G G GM-0000003 Y
DEFAULT DEFAULT GI-0000004 Y
DEFAULT DEFAULT|GM-0000005 Y
DEFAULT DEFAULT GIM-0000006 Y
DEFAULT DEFAULT|GM-0000007 Y
DEFAULT DEFAULT GM-0000008 Y
DEFAULT DEFAULT|GM-0000009 Y
JUDO1

JUD02

JUD03

JUD04

= JUD05
DEFAULT DEFAULT|JUDOG

= < 1< = <<

Action

The Search Results page displays.
Click the GM-0000005 link.

Sl

0000005
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Home | Workist | MultiChannel Console | Addto Favorites | Sign out

Favorites : Main Menu » Accounts Receivable > Payments > Apply Payments » Create Worksheet

Payment Worksheet Selection

None -

Qual Code: Reference To Reference
Restrict to:

[ Q| Q =HE

Match Rule:
Exact Match h
Detail Reference
Item Status
Item Inclusion Options

@ Allitems © Deduction Items Only © items in Dispute Only

[C] Exclude Deduction Items [C1Exclude Collection Items [Tl Exclude Dispute ltems

‘Worksheet Action

Build Clear Created at: items: 0
Worksheet Selection Worksheet Application Worksheet Action

) seve| & RetumtoSearch | (2 Freviousnlis| (45 Nextinbist | [[] Notity | | Refresh

Deposit Unit: JUD36 Payment ID: DCD12352-603 Payment Predictor

Deposit ID: 12 Payment Amount: 40536.98 USD

Deposit Status: None Applied Payment Status: Identified

Customer Criteria

Customer Criteria: Customer Reference Find | view Al First I 4074 I Last

Customer ltems - Customer ID: GN-0000005 Q. Business Unit GRANT | =

Name: SHARE GM-0000005 OVAW  Office on Violence Against Women U.S. Department of Justice
Remit SetiD: SHARE Remit From ID: GM-0000005
Corporate SetiD: SHARE Corporate ID: GMI-0000005
MICRID: A Linkmicr

Reference Criteria

Reference Criteria: Item Reference personalize | Find | View A0 B B rre K qorq T ase

FMewWindow ? Help [ Personalize Page B, htip ~

DBF

Step

Action

The Payment Worksheet Selection page displays.

enter "GM-0000005",

Enter the Customer ID or select it from the look-up button, which will show all
invoices for the combination of Business Unit and Customer. For thisexample,

Click the Build button.

10.

Click the Sel option.

[

11.

Click the Save button.

12.

Click the Worksheet Action link.
[Worksheet Action|
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Payment Worksheet Action

Favortes = Main Menu » Accounts Recevable > Payments > Apply Payments » Create Worksheet

Deposit Unit: JUD36  Deposit ID: 112 Payment ID: DCD12352-603
Entered Date: 1211412012 Status: Do Not Post
Delete Worksheet Action: Do Not Post - oK Create/Review Entries

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

I New Window ? Help [& Personalize Page 5, hiip

Worksheet Selection

B) save | & Rewmtosearen| [1E VB NextinList | [=] Nty

Worksheet Action

Step Action

13. The Payment Worksheet Action page displays.

Click the Action list.
| Do Mot Post - |

14. Click the Batch Standard list item.

Batch Standard

15. Click the OKbutton.

16. Click the Save button.

17. You have successfully completedthe Applying Paymentto Invoice topic.

You have learned to:
- apply payment to invoice
End of Procedure.

3.6.3 Running AR Update

The AR Update process will post the payment to the customersaccount and match the payment to
the open invoice. The Customers' open invoice status will be changed to Closed once the payment

is posted.

After completingthis topic, youwill be able to:
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Run the AR Update with a distribution status of "Posted"

In this topic, youwill learn to run the AR update.

Favorites - Main Menu

Top Menu Features Description

Our menu has changed!

Home Workiist MuliChannel Console |  Addto Favortes |  Sign out
Personalize Content| Lavout 2 Help

= =X

The menu is now located acrass the top of the page

Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the
Favorites menu, located
at the top left.

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

Receivables and Customer Payments -

DBF

Step Action
1. Begin by navigating to the Request Receivables Update.
Click the Main Menu button.
|Main ‘r'vhanu
2. Click the Menu sort button.
[=]
3. Click the Accounts Receivable menu.
| (1 Accounts Receivable - |
4, Click the Receivables Update menu.
| (3 Receivables Update r |
5. Click the Request Receivables Update menu.

| | 11 Request Receivables Update
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o

QlRACLE

Hi
Favortes = Main Menu » AccountsReceivable > ReceivablesUpdate > Request Receivables Update

Request Receivables Update

Enter any information you have and click Search. Leave fields blank for a list of all values.
3 SN Add a New Value

Run Control ID: beginswith ~ |

[Icase Sensitive

Search Clear  |Basic Search [g) Save Search Criteria

Find an Existing Value | Add a New Value

Main Content

General Enterprise And Resource Support

ome | Workist | MuliChannel Console | Addto Favorites | Sign out

0 New Window 2 Help &, hitp

Step

Action

The Request Receivables Update search page displays.
Click the Search button.

Click the New_refund link.
MHew refund
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Receivables and Customer Payments -

Favorites :

DBF

Main Menu > Accounts Receivable > Receivables Update > Request Receivables Update

| Workist | MufiChannel Console |  Add to Favorites |  Sign out
Receivable Update Request  [o[Ey

Run Control ID:

ENew Window ? Help [ Personalize Page B, hitp
New_refund Report Wanager

Process Monitgr - RUR
Process Request Parameters Find
*Group Unit: JUD36 | Q
Process Frequency:

JUD36 Common Headquarters jasis Date:
11/01/2012 [

*Accounting Date To: 0311402013 |[5]
Customer History Options SR
User Defined

*Accounting Date From:

Run Date

Last Run On:
ayment Performance 03M4M3 6:55:17PM
DSO  Calculation Year: Period: Process Instance:
[ subCustomer 17843
2 save | |\ Returnto Search | |tZ] PreviousinList | ¢E) NextinList | [Z] Notify
Receivable Update Request | Option:

Er Add Upgate:

Action

The Receivable Update Request page displays.

Click the Run button.

LA LS

Home | Workist | MultiChannel Console Add to Favorites | Sign out
Favorites © Main Menu » Accounts Receivable > Receivables Update > Request Receivables Update
Enew Window 2 Help [ Personalize Page B, hitp
Process Scheduler Request
UserID: debbie seipp Run Control ID: New_refund
Server Name: | - Run Date: [03/14/2013 5
Recurrence: - Run Time:[7:03:51PM Resetto Current Date/Time
Time Zone: Q
Select Description Process Name Process Type “Type “Format Distribution
PSIAR Receivable Update ARUPDATE PSJob (None) = (None)

« | Distribution

oK Cancel |
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Step Action

9. The Process Scheduler Request page displays.
Click the OKbutton.

10. Click the Process Monitor link.
Process Maonitar

11. The Process List page displays.
Click the Refresh button.

12. You have successfully completedthe Pruning AR Update topic.

You have learned to:
- run the AR update
End of Procedure.

3.6.4 Reviewing Customer Account

After grant payments have been applied, you will access the customer's account information and
review the invoice status to ensure the payment andinvoice amounts were matched. Thisshould
result in the invoice status being changed to Closed.

After completingthis topic, youwill be able to:

o Verify a payment applied in the amount of the Customer's open invoice
o Verify theitem status will be 'Closed'

Procedure

In this topic, youwill learn to review the customer account.
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites © Main Menu » ACcountsRecevable > Receivables Update > Request Receivables Update

I New Window ? Help [& Personalize Page |2, hiip

Actions
User ID[debbie.seipp [Q  Type - Last - Z  Das - Refresh
Server ~  MName | Q Instance | to |

Run Status - Distribution Status - Save On Refresn
Process List Personaize | Find | View A1 | First K1 1.7 07 7 11 Last
Process Distribution
Select Instance Seq. Process Type N User Run DateiTime Run Status Status Details
17848 PSlJob ARUPDATE debbie seipp 03/14/2013 7:03:51PM EDT Success  Posted  Details
17841 PSJob ARUPDATE debbie.seipp 03/14/2013 6:50:24PM EDT Success  |Posted | Details
17838 PSlob AOCTRSD  debbie.seipp 03/14/2013 5:56:31PM EDT Success  Posted  Defails
17831 PSlob ARUPDATE debbie seipp 03/14/2013 5:50:02PM EDT Success  |Posted | Details
17818 PSJob AOC GBI debbie.seipp 03/14/2013 5:46:35PM EDT Success  Posted  Details
17811 PSlob AOCTRSD  debbie seipp 03/14/2013 1:45:50PM EDT Success  |Posted | Defails
17780 SR Report AOCARRO1 debbie seipp 03/13/2013 6:10:02PM EDT Success  |Posted Details
Go back lo Request Receivables Update
B save | ) Notify
Process List| Server List
hittps//oracleL4.courts.state.md.us13080/ psp/FstsU EMPLOYEE/ERP/: -

I ]

DBF

Step

Action

Begin by navigating to the Account Overview.

Click the Accounts Receivable button.
EAccnuntE Receival:lleé!

Click the Customer Accounts menu.
| (3 Customer Accounts v |

Click the Customer Information menu.
| (3 Customer Information y |

Click the Account Overview menu.
| =] Account Overview |
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites  Main Menu » Accounts Receivable > Customer Accounts » Customer Information > Account Overview

) New Window ? Help [& Personalize Page ., hiip
m Profile | Customer Action |/ Customer Trend 1 [ CustomerTrend2 | Customer Trend 3
SetiD: SHARE &y GRANT/QL customer: GH-0000005 Q. gffice an violence Against Wamen®Level: No Relatianship M

nit:
SetiD _Description . .
Balances | Pro/gy n pr CORPORATE SETID 2L [1end 1| Customer Trend 2 | Customer Trend 3

Step Action

5. The Account Overview - Balances page displays.
Click the Search button.

B

6. Click the Search button.

[ -]
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Home | Workist | MultiChannel Console | Addto Favorites | Sign out
Favorites : Main Menu » Accounts Receivable > Customer Accounts » Customer Information > Account Overview

FMew Window ? Help [ Personalize Page &, hip

w Advanced Search

SetiD: SHARE QL ypit: Q. customer: GM-0000005 Q. office on Vislence Against Women*Level: No Reationship -
SetlD Descripti Search

*Stafus:  SHARE CORPORATE SETID = Aovanced Search

Add Conversation
item Action

Range: co SelectAll | DeselectAl Select Adion - co

‘Search Result Totals.

Debits:

Credits:

Total:

Selected: Currency:
Cancel |

Item List | Advanced Search

Step Action

7. The Account Overview - Item List page displays.

Click the Status list.
EHARE CORPORATH

8. Click the All list item.
[a1 |

9. Click the Search button.

10. Click the 1000000093 link.
1000000093
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QlRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites  Main Menu » Accounts Receivable > Customer Accounts » Customer Information > Account Overview

FMew Window ? Help [& Personalize Page B htip ~

GEETENN  Detail 2 | Detail 3 ) flem Aciiity | fiem Accounting Entries [ item Audit History
Unit: GRANT Customer: Ei10800003 Office on Viclence Against Women
Item ID: 1000000093 Line: Days Late: 4 Status: Closed
Accounting Date: 1211012012 Balance: 000 usp  Billing Unit: GRANT Detail
Entry Type: n Original Amount: 40,536.98 USD
Entry Reason: GRANT
AR DistInfo: AR
Discount Options Customer Relations
Due Date: 12110/2012 Due Days: [T bispute Reason: Q Date: 5
Terms: IMMED Q_ Discount Days: Dispute Amount:
Discount Amount: Showltem Defail |1 page: [ ] [oeduction Reason: Q@ Date: I
Discount Amount 1: [ vater [ Doubtful E
[C] Aiways Allow Discount [T collection Code: Q Date: [
As Of Date: 121102012 Posted: 03142013 Analyst: DEFAULT QU Default Credit Analyst
Collector: [pEFAULT |
PaymentiDraft Options DEFAULT QU Default Collector
Payment Method
AR Specialist: [ a
Draft Type: [ Preapproved?
Create Document?
- reate ument?
Direct Debit Profile 10: : Revaluation Flag [¥] available for Netting
One item per Draft?
AOC Custom Data
Surety Customer: Q Address Location Q
Case #Citation # Cash Register ID Q
District Location: Goo1 Q Receipt# Q
Treasury Code: Case Type: - T
Snlit Add e Viow Budit | nne s
3

i »

Step Action

11. The Account Overview - Detail 1 page displays.

Review the information on this page.

12. Click the Item Activity tab.

[tern Activity
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Detail 1 | Detail2 | Detail 3 ) item Accounting Entries

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites © Main Menu » Accounts Receivable > Customer Accounts » Customer Information > Account Overview

itern Audit History

Training Guide
AR240 - Managing Customer Billing,

I New Window ? Help [& Personalize Page |2, hiip

Unit: GRANT Customer: Gl

Office on Vialence Against Women

Detail 1| Detail 2 | Detail 3 | ltem Activity | ltem Accounting Entries | tem Audit Histor

0000005

Item ID: 1000000093 Line: Days Late: 4 Status: Closed

Balance: 000 USD

LK B

Sequence: 1 Accounting Date: 12H0/2012 Posted Date: 03/1412013

Entry Type N Reason: GRANT Voucher ID:

Document: Amount: 40,536.98 USD
Group Unit: GRANT  Group ID: 8 Billing

Sequence: 2 Accounting Date: 1211412012 Posted Date: 03/14/12013

Entry Type PY Reason: Worksheet Reason: Voucher ID:

Document: Amount: -40,536.98 USD
Group Unit: JUD36  GroupID: 5 Payment

Deposit Unit: JUD36  Deposit ID: 112 Payment ID: DCD12352-603

Split Add Conversation

oK Cancel Apply

Receivables and Customer Payments -

DBF

Step Action
13. The Item Activity page displays.
Notice the status is Closed.
14, You have successfully completedthe Review Customer Accounttopic.

You have learned to:
- review a customer account
End of Procedure.

Lesson 4: Recording Revenue via Direct Journal

Lesson Overview
Recording revenue via direct journal will be used for those locationsthat need to record revenue

manually and do not utilize the BUS interface. Revenue will be entered as a regular deposit and
then will be allocated to various PCA/Objects utilizing the Direct Journal page. A FAR Report
will be available to validate the data entered as well as provide backup for the deposit. Finally,

the entrieswill be marked as complete so they can be loaded to the General Ledger and made

eligible for transmission on the daily TRN File.

Lesson Objectives

After completingthis lesson, you will be familiar with:

EnteringRevenue Deposits
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Allocating Revenue

Generating the FAR report
Marking a Payment as "Complete”
Editing a Direct Journal

4.1 Entering Revenue Deposits

In this topic, youwill enter a Regular Deposit to record the revenue/daily deposits in Accounts
Receivable. The Direct Journal Payment is a balanced entry (debits = credits).

The payment recorded in the previous topic will be enteredas a Direct Journal to create
accounting entries.

Each Court or Business Unit will enter a Revenue Deposit for each Deposit Ticket or Treasury
Code.

After completingthis topic, youwill be able to:

e Create a deposit
e Create a payment
e Cenerate a Deposit ID.

Procedure

In this topic, youwill create a revenue deposit.

Step Action

1. Navigate to the Regular Deposit page.

Click the Main Menu button.

2. Click the Menu notsorted. Clickto sortin ascending order. button.
=]
3. Click the Accounts Receivable menu.
| (1 Accounts Receivable - |
4. Click the Payments menu.
| (1 Payments P|
5. Click the Online Payments menu.
| (3 Online Payments v |
6. Click the Regular Deposit menu.

|_ | Regular Deposit |
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Find an Existing Value Add a New Value

Enter any information you have and click Search. Leave fields blank for a list of all values.

Training Guide

AR240 - Managing Customer Billing,
Receivables and Customer Payments -
DBF

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites : Main Menu » Accounts Receivable > Payments > Onine Payments > Regular Deposit

ENew Window B hitp

- Search Criteria

Deposit Unit: = - Q.
Deposit ID: begins with
User ID: begins with ~ Q

Assigned Operator ID; begins with = Q

[case Sensitive

Search Clear  |Basic Search [g] Save Search Criteria

Find an Existing Value | Add a New Value

Step

Action

|5ddaNewVMue

Click the Add a New Value tab.

The Regular Deposit search page displays.

Regular Deposit

Find an Existing Value Mdal‘lew\ldlle

iACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites : Main Menu » Accounts Receivable > Payments > Onine Payments > Regular Deposit

ENew Window B hitp

Deposit Unit: | Q
DepositID: |NEXT Q.

Add

Find an Existing Value | Add a New Value
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Step Action
8. The Add a New Value tabdisplays.

Enter the Business Unit into the Deposit Unit field such as "JUD55".

9. Click the Add button.
Add

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites . Main Menu » AccountsReceivable » Payments > Onine Payments > Reguir Deposit

FNew Window [ Personalize Page B, hitp

BEEEN  payments

unit:  JUDS5 Deposit D: NEXT

“Accounting Date: per17/2013 = Control Currency: Q

“Bank Code: Q Format Currency: Q

“Bank Account: Q Rate Type:

*Deposit Type: Q Exchange Rate:

Control Total Amount: 0.000 *Count: [0 | *Received: [osr72013 15

Entered Total Amount 0.000 Count: 1| “Entereg: 0811712013 5

Difference Amount: 0000 Count -1 Posted:

Posted Total Amount: 0000 Count 0 Assigned: chris.giacomazzo Q
Journalied Total Amount: 0.000 Count: 0 User: chris_giacomazzo

12 save | [S] Wotify 7 Refresh [+ Add Update/Display

Totals | Payments

Step Action

10. The Regular Deposits - Totals page displays.

Click the Look upBank Code button.

El
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Look Up Bank Code
::Tcoﬂe: begins with = |SHARE
[ Lookup || Glear || Gancel |gasic Loskun
Search Results
ﬁi_n_lfﬂodenescriminn
= gx:\?\fgmg‘;:foa BANKING CORP
Step Action
11. The Look Up Bank Code window displays.
Find the Bank where the selected business unit deposits their revenue.
Click the PROVIDENT STATE BANK, INC. link.
[PROVIDENT STATE BANK, INC |
12. Click the Look up Bank Account button.
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Look Up Bank Account

Deposit Unit: JuDss
Bank Code: PROVD

Bank Account:  begins with ~ |

Bank Account#: begins with ~ |

LookUp || Clear || Cancel |gzsic Lookup

Search Results

w100 First [4] 1-2of2 [3] Las
Bank Account |Bank Account #
05 0300019874
55 003938704459

javasc "#ICRowl);

Step Action

13. The Look Up Bank Account window displays.

Find the bank account which equals the last 2 positions for the county (If a county of
55 and 55E appear, do not select the one with 'E'".)

Click the 55 link.

=

14, Enter the desired information into the Control Currency field. Enter "USD".
15. Enter the total amount of the deposit into the Control Total Amount field. For this
example, enter "100".
16. Enter the desired information into the Countfield. Enter "1".
17. Click the Paymentstab.
Payments
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites © Main Menu » Accounts Receivable » Payments > Onine Payments > Reguiar Deposit

FNewWindow [# Personalize Page [S,http

Unit: JuDs5 Deposit ID: NEXT Date: 061712013 Balance: Not Balanced

Find | view A1 First Kl 1071 1 14

Payment Seq: *payment ID: “Accounting Date: 06/1712013 |5l E3lE
Amount: 0.00 Currency: USD
Rate Type: CRRNT Exchange Rate:
[C] Payment Predictor [Z] Journal Directly [Z] Range of References
Payment Method: Check - Attachments (0)
Customer ID: Q Business Unit: Q =
Remit From: Remit SetiD:
Name:
Corporate: Corporate SetiD:
SubCustt: SubCust2:
MICR1D: Q Link MICR

Detail References

Personaiize | Find | view A1 | B | B rrst K qora O o

& save | [=] Notify |7 Refresh Er Add UmialelDbsnIWi
o i, ] ’
Step Action
18. The Regular Deposit - Payments tabdisplays.
Enter the Treasury Code into the Payment ID field. For thisexample, enter
"000001".
Note: The Treasury Code will default to the Line Reference for transmission to
GAD inthedaily TRAN file.
19. Enter the total deposit amount into the Amount field.
20. Click the Payment Predictor option so it is unchecked.
Payment Predictor
21. Click the Journal Directly option.
|[]JnurnaIDHecﬂy|
22. Click the Save button.
23. You have successfully completedthe Entering Revenue Deposits topic.

You have learned howto:
- Enter arevenue deposit
End of Procedure.
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4.2 Allocating Revenue

Revenue enteredas a deposit must be manually allocated to the various PCA/Objects utilizing the
Direct Journal Accounting Entries page. T he total of the allocations must balance back to the
deposit, and require a treasury code to ensure the transactionsare properly transmittedon the
Daily TRN File. Theintention isto enteraunique Direct Journal row for line from the Certificate
of Deposit from the register. Therefore the FAR report will look the same as the CD report.

After completingthis topic, youwill be able to:

e Create a Direct Journal for the Direct Journal Payment.

Procedure

Inthis topic, youwill learn howto allocate revenue.

Step Action

1. Navigate to the Create Accounting Entries page.

Click the Main Menu button.

2. Click the Menu notsorted. Clickto sortin ascending order. button.
=]
3. Click the Accounts Receivable menu.
| (1 Accounts Receivable ¢ |
4, Click the Payments menu.
| (1 Payments P|
5. Click the Direct Journal Payments menu.
| (1 Direct Journal Payments 4 |
6. Click the Create Accounting Entries menu.

| |=| Create Accounting Entries |
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QlRACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites © Main Menu » Accounts Receivable » Payments > Direct Joumnal Payments > Create Accounting Entries

ENew Window B hitp
Create Accounting Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

- Search Criteria

Deposit Unit: = - WQ

Deposit ID: beginswith ~[271 @

Payment Sequence: = -

Payment ID: beginswith ~ | |

User ID: beginswith ~|[ |

Assigned Operator ID: beginswith [ |

[Clcase sensitive

Search Clear  pasic Search [§] Save Search Criteria

Step Action

7. The Creating Accounting Entries search page displays.

Verify that the Deposit Unit and Deposit ID fields defaulted to the correct values.

Click the Search button.
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OlRACLE
Home | Workist | MultiChannel Console | Addto Favorites | Sign out
Favorites = Main Menu » AccountsReceivable » Payments > Direct Joumnal Payments > Create Accounting Entries
D New Window [ Personalize Page B hitp
Deposit Control
Unit: JUD5S Deposit ID: a7 Payment: 000001 Seq: 1
Amount: 100.00 USD E-— |
[C]complete Entry Event: Q
¥
_ = | (85 = g 0
Currency Details ' Budget | Journal Reference Information
N Batch 0 Approp
GL Unit Speed Type Ref Line Amount - PCA Fund Accoun it program (PP T AppropYr
1[MDIUD @ | SpeedType Q Q Q Q Q Q Q [# =]
Lines: 0 Total Debits: 0.000 Currency: Total Credits: 0.000 Currency: Net: 0.000
[E save [\ ReturntoSearch [=] Notify i, Refresh

Accounting Entries | Deposit Control

Step Action

8. The Accounting Entries page displays.
Click the Speed Type button.

9. Enter the 2 position county code into the SpeedType Key field. All chioces
beginning with thiscode will be displayed.
Select thefirst PCA you are entering for thisday's revenue.

10. Click the Refresh button.
iy Refresh

11. Enter the desired amount for the first PCA/Object into the Line Amount field.
Note: Amount is entered as a credit.

12. Enter the desired information into the Account field. Enter "7503".

13. Enter the desired information into the Approp Yr field. Enter "AY2013".

14. Click the Add a new row at row 1 button.
=]

15. Click the Speed Type button.

16. Enter the 2 position County Code into the SpeedType Key field.

Select from the list of PCA's.
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Step Action

17. Enter theamount into the Line Amountfield.

Note: Credit indicator.
18. Enter the desired object into the Account field. Enter "7506".
19. Enter the desired information into the Approp Yr field. Enter "AY2013".
20. Continue to add rows until each unique row is recorded and adds to the total deposit.

== | | Mutichannel | ftes | Si
Favortes - Main Menu » Accounts Receiveble > Payments > Direct Journial Payments > Createuntmgs - et e Lo
I New Window [ Personalize Page 15, hitp
Deposit Control

Unit: JuDss Deposit ID: 271 Payment: 000001 Seq: 1

Amount: 10000 USD # &

[C]complete Entry Event: Q

) Currency Details Budget | Journal Reference Information .

1/MDJUD Q :ymn @ [000001 72.00 ?:gaya Q [ss010Q [ooo1@ (7502 (@ (5501 @ ’:\‘;’::;’Q AY2013Q =

2/MDJUD Q [s5340 |Qy (000001 -28.00 [C55 @ [55340/Q (3034 Q (7506 |Q (5534 (Q |A5534/Q MAv2013|Qy [+ [=]

Lines: 2 Total Debits: 0.00 Currency: USD Total Credits: 100.00 Currency: USD Het: -100.00

B save L. Returnto Search Notify = ) Refresh

Accounting Entries | Deposit Cantral

Step Action
21. Click the Save button.
22. You have successfully completedthe Allocating Revenue topic.

You have learned howto:
- allocate revenue lines

End of Procedure.

4.3 Generating the FAR Report

The FAR Report stands for Funds Allocation Report. Local Accounting personnel will use the
FAR to review summarized accounting entriesby PCA and Object prior to finalizing the Direct
Journal while thereis still an opportunity to make adjustments prior to posting.
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After completingthis topic, youwill be familiar with how to:

e Cenerate the FAR Report
e Matchallocation totals following Local Accounting's guidelines and business processes

Procedure

In this topic, youwill generate the FAR report.

Step Action

1. Navigate to the FAR Report page.

Click the Main Menu button.

2. Click the Menu notsorted. Clickto sortin ascending order. button.
[=]
3. Click the Accounts Receivable menu.
| (1 Accounts Receivable ¢ |
4. Click the Payments menu.
| 1 Payments >|
5. Click the Direct Journal Payments menu.
| (3 Direct Journal Payments >|
6. Click the AOC Direct Jrnl FAR menu.

| E| AOC Direct Iml FAR |
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QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites © Main Menu > Accounts Receivable > Payments > Direct Journal Payments > AOC Direct Iml FAR
ENew Window B hitp
AOC Jrnl Funds Allecation Rpt

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

- Search Criteria

Search by: Run Control IDbegins with

[case Sensitive

Search  |Advanced Search

Find an Existing Value | Add a New Valug

Receivables and Customer Payments -

DBF

Step

Action

The AOC Jrnl Funds Allocation Rpt search page displays.

Click the Add a New Value tab.
|5ddaNewVMue

iACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites © Main Menu > Accounts Receivable > Payments > Direct Journal Payments > AOC Direct Jml FAR
ENew Window B hitp
AOC Jrnl Funds Allecation Rpt

Find an Existing Value Mdal‘lew\ldlle

Run Control ID:||

Add

Find an Existing Value | Add a New Value
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Step Action

8. The Add a New Value tabdisplays.

Enter the desired information into the Run Control ID field. Enter "/REPORT".

9. Click the Add button.
Add
10. The FAR Report page displays.

Click the Business Unit list.

!

11. Click the JUDS55 list item.
12. Click the (Optional)Business Unit list.
13. Click the JUDb55 list item.
14. Enter the desired Z-Date into the Run Date From field.
15. Enter the desired Z-Date into the Run Date To field.
16. Click the Run button.

Run

Home | Workist | MultiChannel Console | Addto Favorites | Sign out
Favorites = Main Menu > AccountsReceivable » Payments > Direct Journal Payments > AOC Direct Iml FAR

&0 New Window [ Personalize Page

Saved |

Process Scheduler Request

User ID: chris.giacomazzo Run Control ID: REPORT
server Name: [N ~ Run Date: [06/17/2013 [
Recurrence: - Run Time: [5:54:17PH Resetto Current Date/Time
Time Zone: Q
Select Description Process Name Process Type “Type *Format Distribution
AOCARRO1 ADCARRO1 SQR Report Web  + PDF  + Distribution
oK Cancel

Page 120



Training Guide

6@ GEARS AR240 - Managing Customer Billing,

General Enterprise And Resource Support Receivables and Customer Payments -

DBF

Step

Action

17.

The Process Scheduler Request page displays.

Click the O Kbutton.

18.

Click the Process Monitor link.
Process Monitor

me | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites | Main Menu > Accounts Receivable > Payments > Direct Joumal Payments > AOC Direct Jml FAR
S New Window [ Personalize Page B, http
| Frocess List MECIEIRE]
User ID[Ehris giacomaZz @, Type = Last - 1 Days - Refresh
Server ~  MName | Q Instance | to |
Run Status - Distribution Status - Save On Refresh
irst
Select Instance Seq. Process Type Process Hame User Run Date/Time Run Status g::::“m" Details
14472 SR Report AOCARRO1  chris.giacomazzo 08/17/2013 5:54:17PM EDT Queued NiA Details
14459 SQR Report AOCARRO1  chris.Qiacomazzo 06/17/2013 4:39:52PM EDT Success  Posted | Details
14457 SR Report AOCARRO1  chris.giacomazzo 06/17/2013 4:30-29PM EDT Success  Posted  Defails
14440 Application Engine AOC_DIS_INTF chris.giacomazzo 08/17/2013 2:29:13PM EDT Success  Posted |Details
Go backlo AOC Jml Funds Allocation Rot
B save | ) Notify
Process List | Server List
f I | r

Step

Action

19.

TheProcess List displays.

Click the Refresh button.

20.

Click the Detailslink once the Run Status reads Successandthe Distribution
Status reads Posted.

Page 121




Training Guide
AR240 - Managing Customer Billing,

Receivables and Customer Payments -
DBF

QlRACLE

e Work
Favorites = Main Menu > Accounts Receivable > Payments > Direct Journal Payments > AOC Direct Jrnl FAR

Process Detail

Instance 14472 Type SQR Report
Name AQCARRO1 Description AOCARRO1
Run Status Syccess Distribution Status Pgsted
[ |
Run Control ID REPORT Hold Request
Location gerver Queue Request
Server PSUNX Cancel Request
© Delete Request
Recurrence Restart Request
Request Created On 06/17/2013 5:54:21PM EDT Parameters Transfer
Run Anytime After 06/17/2013 5:54:17PM EDT Message Log
Began Process At 06/17/2013 5:54:42PM EDT Batch Timings
Ended Process At 06/17/2013 5:54:56PM EDT View Log/Trace
| oKk | cancel |

GEARS

: {} General Enterprise And Resource Support

Add to Favorites

FNew Window [ Personalize Page B, http

Process Detail

Step Action

21. The Process Detail page displays.

Click the View Log/Trace link.

ew Log/Trace

LA LS

Home | Workiist
Favorites ~ Main Menu > AccountsReceivable » Payments > Direct Journal Payments > AOC Direct Iml FAR

View Log/Trace

ReportID: 10786 Process Instance: 14472 filessage Tog
Name: AOCARRO1 Process Type: SOR Report

Run Status: Success

AOCARRO1

Distribution Details

Distribution Node: PSUNIX Expiration Date:
Name File Size (bytes)  Datetime Created
SQOR AOCARRO1 14472.l0g 1,559 06/17/2013 5:54:56.653814PM EDT
aocar01 14472 PDF 10,866 06/17/2013 5:54:56 653814PM EDT
aocan01 14472 out 745 06M7/2013 5:54:56 6653814PM EDT
Distribute To
Distribution ID Type. “Distribution ID
User chris.giacomazzo
| Return |

MultiChannel Console | Addto Favorites | Sign out

FNew Window [ Personalize Page B, http
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Step Action

22. Click theaocarr01_14472.PDFlink.

hccanﬂ1 144?2PDF|

MARYLAND T2
@ —
JUDICIARY e
a 55 PROV Revenue Printed:
000001

Caroline County District Court

Funds Allocation Report

17-JUN-2013
Deposit Date: 17-JUN-2013

pca OBJECT AMOUNT DESCRIPTION

55010 7503 $72.00 Fines & Costs
55340 7506 $28.00 CICF/VCF Fund

$100.00 Total Deposited

Step Action

23. The Generated FAR Report displays.
Review the information. Confirm that the Business Unit, Bank and Allocations are
correct.

24, You have successfully completedthe Generating the FAR Report topic.

You have learned howto:
- run the FAR report

End of Procedure.

4.4 Marking a Payment as "Complete"

Thestepsincluded in this topic make the deposit entered in the previous topic available for
journal generator to pick up to record in GL.

After completingthis topic, yoube able to:

e Mark a payment as“complete”
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Procedure

In this topic, youwill create a payment and mark it as "complete”.

Step Action

1. Navigate to the Create Accounting Entriespage.

Click the Main Menu button.

Main Menu
w

2. Click the Menu notsorted. Clickto sortin ascending order. button.

[=]

3. Click the Accounts Receivable menu.
| (1 Accounts Receivable r |

4, Click the Payments menu.
| 1 Payments >|

5. Click the Direct Journal Payments menu.
| (31 Direct Journal Payments 4 |

6. Click the Create AccountingEntries menu.
| |=] Create Accounting Entries |

LIRACLE
Home | Workist | MultiChannel Console | Addto Favorites | Sign out
Favorites -~ Main Menu > Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries
ENew Window B hitp
Create Accounting Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

[+

Deposit Unit: = - | Q
Deposit ID: begins with + a
Payment Sequence: = -

Payment ID: begins with

User ID: begins with +

Assigned Operator ID: begins with =

[Clcase sensitive

Search Clear | Basic Search Save Search Criteria
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Step

Action

7.

The Create Accounting Entries search page displays.

Enter the desired county’s Business Unit into the Deposit Unit field.
Enter "JUD55".

Click the Search button.

QIRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites © Main Menu » Accounts Receivable » Payments > Direct Joumnal Payments > Create Accounting Entries

D New Window [ Personalize Page 1B hitp

unit JUDss Deposit ID: 271 Payment: 000001 seq: 1
Amount: 100.00 USD # 8
[C] complete Entry Event: Q
i ion Li Personalize | Find | View 41 B irst K 42012 O Last
Currency Defails | Budget
" Batoh N Approp
GL Unit Speed Type  Ref Line Amount | 7" PCA Fund Account  Program  {PPOP - approp vr

1[MDJUD @ | SpeedType | 000001 7200 [c55 @ [s5010@ (o001 [7503 @ (5501 |@ [Assoo@ [Av2013Qy =
2[MDJUD Q| speedType | [000001 28.00 [c55|Q [55240Q [3034Qy [7506 @ (5534 | [ass3da@ [av2013qy =

Total
Lines: 2 Total Debits: 0.00 Currency: USD Total Credits: 100.00 Currency: USD Het: -100.00

B save | L. ReturntoSearch |[S] Motify = 7 Refresh

Accounting Entries | Deposit Control

Step

Action

The Accounting Entries page displays.
Verify that the linesyou previously created are accurate.

Click the Create button.

10.

Click the View All link.

Wiew All |
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QlRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu » AccountsReceivable » Payments > Direct Journal Payments > Create Accounting Entries
FNew Window [ Personalize Page B, hitp

[ coccnina Lotes TG

unit: JuDSS Deposit ID: 271 Payment: 000001 seq: 1
Amount: 100.00 USD ¥ &2
[C]complete Entry Event: Q

-
- - B2 First K1 45015 O Lost
" s Currency Defails | Budget | [E=0)

Batch Approp
GL Unit Speed Type  Ref Line Amount =7 PCA Fund  Account  Program \PHP - Approp Yr

1MDJUD Speed Type | 000001 -72.00 C55 55010 0001 7503 5501 A5500 AY2013

2)MDJUD ‘Speed Type | 000001 -28.00 C55 55340 3034 7506 5534 AS5534 AY2013

3MDJUD ‘Speed Type 100.00 C55 0001 2001

4MDJUD Speed Type -28.00 0001 2402

5MDJUD ‘Speed Type | 000001 28.00 3034 2602
[ Tota
Lines: 5 Total Debits: 128.00 Currency: UsSD Total Credits: 128.00 Currency:  USD MNet 0.00

B save L. Returnto Search Notify = ) Refresh

Accounting Entries | Deposit Control

Step

Action

11.

Verify that the Debitsare equal to the Credits in your accounting lines.

Click the Complete option.
[ complete

12.

Click the Save button.

13.

You have successfully completedthe Marking a Paymentas "Complete" topic.

You have learned howto:

- mark a payment as complete

- verify your payment accountinglines
End of Procedure.

4.5 Editing a Direct Journal

Once you have marked a payment as"complete," if you need to make adjustments to it, you can
do so via the following procedure.

After completingthis topic, youwill know how to:

o Edit a direct journal payment

Procedure
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Step Action
1. Navigate to the Accounting Entries page.
Click the Main Menu button.
|rv1ain f1enu
2. Click the Menu notsorted. Clickto sortin ascending order. button.
[=]
3. Click the Accounts Receivable menu.
| (1 Accounts Receivable + |
4, Click the Payments menu.
| 3 Payments b |
5. Click the Direct Journal Payments menu.
| (31 Direct Journal Payments 4 |
6. Click the Create Accounting Entries menu.

| |=] Modify Accounting Entries

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites © Main Menu » Accounts Receivable > Payments > Direct Journal Payments > Modify Accounting Entries

ENew Window B hitp

Medify Accounting Entries

Enter any information you have and click Search. Leave fields blank for alist of all v o

[+

Deposit Unit: = - bupss Q
Deposit ID: begins with ~ aQ
Payment Sequence: = -

Payment ID: beqgins with ~

UserID: begins with ~

Assigned Operator ID: begins with =

[Clcase sensitive

Search Clear | Basic Search Save Search Criteria
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Step Action

7. The Modify Accounting Entries search page displays.

Click the Search button.

QRACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favortes = Main Menu » Accounts Receivable > Payments > Direct Journal Payments > Modify Accounting Entries

Directly Journalled Payments Depasit Control

D New Window [ Personalize Page B hitp

Unit: JUDss Deposit ID: 271 Payment: 000001 Seq: 1
Amount: 10000 Currency: usD

Base: 10000  Currency: UsD

Completel

Personaize | Find | B | % First Kl 45015 O Lot

Currency Details || Journal Reference Information

Pragram
DIStrIBUtON ) ynig  Debit Amount Credit Amount Line Amount  roreian Bateh  cost Fund  Account Lrodran
Sequence Currency Agy Code
Account
1/MDJUD -72.00USD C55 55010 0001 (7503 5501
2/MDJUD -28.00USD C55 55340 3034 |7506 5534
3MDJUD 100.00USD C55 0001 2001
5MDJUD -28.00USD 0001  |2402
el 23.00USD 3034|2602
Search (Ali=1}
« L—' i ] r
Total
Lines: § Total Debits: 12800 Currency: USD Total Credits: 12800 Currency: USD Net: 0.00

2 save | L. ReturntoSearch | [T Notify

Directly Journalled Payments | Deposit Control

Step Action

8. The Directly Journalled Payments page displays.

Click the Complete option todeselect it.
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Warning — Please use DirectJournal Entry panel ta update the incomplete accounting
entries. (6040,727)
\ncnr?pg‘e::ed Jm:rsa\ acmurmr:g enmr;smran be updated m‘tr:e Direct J:umaImEnny |
Step Action
9. Click the O Kbutton.
10. Click the Save button.
@ 5o |
11. Click the Direct Journal Payments button.
|Di.rect Journal Paﬁrmentsl
12.

Click the Create Accounting Entries menu.
| Create Accounting Entries |
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites - Main Menu » Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries

S New Window [ Personalize Page B, http

Unit: 1UDss Deposit ID: 271 Payment: 000001 Seq: 1
Amount: 100.00 USD e
[CIcomplete Entry Event: Q
i ion Li Personaize | Find | View Al | B | 3 Fist £ 12015 O Last
Currency Detais | Budget
Batch Approp
GL Unit SpeedType  Ref Line Amount o< pca Fund  Account Program  APP™P  apprapve
1MDJUD SpeedType | 000001 7200/C85 55010 0001 7503 5501 ABS00  AY2013
2MDJUD SpeedType | 000001 2800/C55 55340 3034 7505 5534 AS534  AY2013
Total
Lines: 5 Total Debits: 12800 Currency:  USD Total Credits: 12800 Currency:  USD Net: 0.00

[E save [\ ReturntoSearch [=] Notify | L Refresh

Accounting Enfries | Deposit Control

Step Action

13. The Accounting Entries page displays.

Click the Delete button.

14. Enter the correct amount into the Line Amount field. Enter "-70.".

15. Enter the correct amount into the Line Amount field. Enter "-30".

16. Click the Save button.
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites | Main Menu > Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries
) ‘ 0 New Window [ Personalize Page aved |
[ Accounting Eniries [@sEEAeI] —_—
Unit: 1UDss Deposit ID: 271 Payment: 000001 Seq: 1
Amount: 100.00 USD =
[Cl compiete Entry Event: Q
Distribution Lines
BEBLEEEN  currency Detais | Budget
*GL Unit Speed Type  Ref Line Amount 2‘;:" PCA Fund *Account  Program ‘::;’;’:r Approp Yr
1[MDJUD @, | SpeedType | [000001 7000 [cs5/q, [s5010@, [oooia, (7503 @ [5501 |@ [assogj@ [Av2013q ==
2[MDJUD @ | SpeedType | 000001 30.00 [C55/Cy (5534000 [3034Cy (7506 (@ (5534 @ [AS534y [Av2013Qy [+ [=]
D S S o |
Lines: 2 Total Debits: 000 Currency:  USD Total Credits: 10000 Currency:  USD Wet: -100.00
[E save /X ReturntoSearch  [=] Notify L, Refresh
Accounting Entries | Deposit Control
Step Action
17. Using the View All Columnsbutton, confirm the T reasury Code was accurrately

copied into the Line Reference field from the Payment ID field on the Deposit.

If you have modified the journal lines then run another AOC Direct Jrnl FAR Report
that representsthe final Direct Journal.

18. Once the FAR Report is final, click the Create button to create accountingentries.

19. Click the View All button.

:

20. Verify that the Debitsare equal to the Credits in your accounting lines.

Click the Complete option.

"] Complete

21. Click the Save button.
Bl save

22. You have successfully completedthe Editing a Direct Journal topic.

You have learned howto:
- adjust a direct journal payment
End of Procedure.
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Lesson 5: Processing Revenue Refunds

Lesson Overview:

Revenue Refunds will be processed through the Accounts Payable module as a Single Payment
Voucher and a One Time Vendor. By use of this approach, regular vendors will not need to be
setup, which is required when processed through the Receivables Refund process. The One Time
Vendor will make user of 99-99-9999 which will not be sent to GAD for new vendor approval.

Lesson Objectives:
After completingthis lesson, you will be familiar with:

e Processing Revenue Refunds

5.1 Processing Revenue Refunds
Revenue Refunds will be processed through the Accounts Payable module as a Single Payment
Voucher and a One Time Vendor. By use of this approach, regular vendors will not need to be

setup, which is required when processed through the Receivables Refund process. The One Time
Vendor will make user of 99-99-9999 which will not be sent to GAD for new vendor approval.

Workflow for local court voucher entry has already been defined and will be utilized with this
process also. The court AP specialist will enter the voucher, which will then be routed to the
court Supervisor forapproval. Upon approval of the Court Supervisor the voucher will then be
routed to DBF where they will review the information for final processing to GAD.

The attachment of the Court Approved Refund document is available via the Single Pay Invoice.
The Invoice number will be the Case Number when one exists. In thistopic, you will learn how
to process a revenue refund.

After completingthis topic, youwill be familiar with:

e Processing revenue refunds

Procedure

In this topic, youwill learn howto process a revenue refund.

Step Action

1. Begin by navigating to the Voucher page.

Click the Main Menu button.

Main Menu

2. Click the Menu sort button.

=]
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Step

Action

3.

Click the Accounts Payable menu.
| &3 Accounts payable 5

Click the Vouchers menu.
| (3 Vouchers >|

Click the Add/Update menu.
| &2 Add/update b

Click the Regular Entry menu.
| |=| Regular Entry |

Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

I New Window ? Help & http

Voucher

Find an Existing Value

Business Unit: MDJUD @

Voucher ID: NEXT

Voucher Style: Regular Voucher -
Short Vendor Name: Q

Vendor ID: Q

Vendor Location: Q

Address Sequence Number: 0

Invoice Humber:

Invoice Date: Bl

Gross Invoice Amount: 0.00
Freight Amount: 0.00
Misc Charge Amount: 0.00
Estimated No. of Invoice Lines: 1

Add

Find an Existing Value | Add a New Value

Step

Action

The Voucher search page displays.

Click the Voucher Style list.
| Regular Youcher - |

Click the Single Payment Voucher list item.
[Single Payment Voucher |

Enter the Case Number or pertinent information into the Invoice Number field,
which will be included on the checkstub from the Maryland Comptroller.

10.

Enter today's date into the Invoice Date field.
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Step Action

11. Enter the desired information into the Gross Invoice Amount field. Enter "200".

12. Click the Add button.
Add

13. The Vendor Information - Single Payment Vendor tabdisplays.

Enter the Vendor's name into the Name 1 field. Enter "John Doe".

14. Enter the desired address into the Address 1 field. Enter "789 Main Street".

Note: At least one address line must be entered.

15. Enter the desired city into the City field. Enter "Annapolis".

16. Enter the desired state into the State field. Enter "MD"

17. Enter the desired zip code into the Postal field. Enter "21051".

18. Click the Invoice Information tab.
|1rwni|:e Information |

OIRA
Home | Workist | WufiChannel Console |  Addto Favories |  Sign out
Favorites - Main Menu > AccountsPayable > Vouchers » Add/Update » Regular Entry

[*] Related Content (@I New Window ? Help [& Personalize Page &, htip =

m AOC MD Payment [ Paymenis { Voucher Altributes Single Payment Vendor
Business Unit: MDJUD Invoice No: Action:
Voucher ID: NEXT Invoice Date: 061712013 ] h
Voucher Style: single Payment Voucher  Accounting Date: 061712013 El Run
Vendor ID: 999999999 @ WDJUD - Single Payment Vendor Session Defaults
SINGLE PAY-1 Q
Attachments (0
Location: 1 Q )
e Comments(0
*Address: 1 Q
Control Group: q PayTems: 7 [NEToo A pue Now
Invoice Lines: 000 Basis Date Type: Acct Date
Non ise Summary
~currency: I usola, PrintInvoice
Miscellaneous: = =
Freight: =
Total: 200.00
Difference: 0.00
Calculate
=
Line: 1 Item: A yom: [ Q
“Distribute by: Amount - Unit Price: Quantity: [
Ship To: 89 Q. Line Amount: 200.00
SpeedChart: Q. Dpescription:
[[]one Asset

Calculate

Exchange Rate | Statistics | Assets

Approp

uuuuuuu

Fund Dept Program

COPY |ine  Merchandise Amt Quantity “GLUNt  Account Openitem  ootch

Step Action

19. The Invoice Information tabdisplays.

Click the Look up Item button.
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Look Up Item

SetiD:
ftem ID: begins with ~ |

Category:  begins with ~ |
Description: begins with + |

| Lookup || clear || Cancel |Basic Lookup

Search Results
Only the first 300 results can be displayed.

View 100 First [§] 1300 of 300 5] Last
a Description

Computer, Personal desktop

Hall of Record Box'

Copier, Sharp. WX-H260. 26 ppm

Drug Testing, Urinalysis, inst

JanitorialiCustodial/Maid. Cle

Telecom, Cellular Devices, Mon

Item ID at

204-53COMP01 OFC SUPPLIES

=
]
=

=
e
=

600-38COPY01 MISCELLANEOUS
680-93DRUG0Y MISCELLANEOUS
910-39CLEAND1 HOUSEHOLD

915-75CELLO1 MISCELLANEOUS

=
]
=]
=

2
]
=]
=

=
]
]

2
]
=]
=

917-00LEASEQ1 MISCELLANEOU!
918-00CONSULTO1  MISCELLANEQUS
918-00GRANTO1 MISCELLANEOU
961-15CATERD1 HOUSEHOLD
961-46LANGO1

961UTILO1

985-28WATERO1

=
]
=]
=

REAL PROPERTY RENTAL OR LEASE|
CONSULTING SERVICES
Misc. Senvices (Grant ONLY)

2
]
=]
=

=
]
2

2
]
]

Concessions, Catering, Vending
Translation, Language Translat
Utility Senices, Electric, Ga
Coolers, Drinking Water, Renta
Converted item) Line Comments
Alternative Dispute Resolution
Agreement to Participate in Al
Settlement Agreement

Mail Insertina/Folding/Sealing
HVAC Equipment, Parts and Acce
Coffeemakers

=
]
=]
=

2
]
=]
=

=
]
=

]

]
=

e
=

]

]

‘ ‘C"

]
=

Qrder for Fingerprintina/Retur

Step Action

20. The Look Up Item window displays.

You may need to select the Containslist item in the Item ID search list to get the
full list of items available.

Enter the desired information into the Item ID field. Enter "refund".

21. Click the Look Up button.

22. Click the REFUND-000 link.

23. Enter the desired information into the UO M field. Enter "ea".

24. Enter the desired information into the UnitPrice field. Enter "200".

25. Enter the desired information into the Quantity field. Enter "1".

26. Click the Look up Ship To button.
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Look Up Ship To

SetiD:

SHARE

Ship To Location: begins with =

Description: begins with

Search Results

Basic Lookup

fiew 100

First [] 1620752 [3] Last

Ship To Location
0

JANNE ARUNDEL

/BALTIMORE COUNTY

CALVERT COUNTY

URT/CAROLINE COUNTY

CARROLL COUNTY

URT/CECIL COUNTY

JRT/CHARLES COUNTY

URT/DORCHESTER COUNT

ALLEGANY COUNTY
\FREDERICK COUNTY

\ GARRETT COUNTY

JRT/QUEEN ANNE'S CTY
URT/ST. MARY'S CN

Look up Ship To (Alt+

URT/SOMERSET CO

TALBOT COUN

/WASHINGTON

URT/WICOMICO COU!

/WORCESTER COUNTY|

/BALTIMORE CITY

T OF MD /HOWELL

GEARS

General Enterprise And Resource Support

Step Action

27. The Look Up Ship To window displays.

Scroll downward if needed.

ALLEGANY COUNTY
\FREDERICK COUNTY

\HARFORD COUNTY

\HOWARD COUNTY

PRINCE G COUNTY

T/QUEEN ANNE'S CTY

/ST. MARY'S CN

/SOMERSET CO

ITALBOT COUN

IWASHINGTON

/WICOMICO COUI

/WORCESTER C

/BALTIMORE CITY

DISTRI!

OF MD /{ COMMISS

DISTRI!

JALLEGHANY CNTY

DISTRI!

JANNE ARUNDEL

DISTRI!

JBALTIMORE CNTY

DISTRI!

CALVERT COUNTY

DISTRI!

CAROLINE COUNTY.

DISTRI!

CARROLL COUNTY

DISTRI!

CECIL COUNTY

DISTRI!

CHARLES COUNTY

DISTRI!

ORCHESTER CNTY

DISTRI!

FREDRICK CNTY

DISTRI!

GARRETT COUNTY

DISTRI!

J/HARTFORD COUNTY

DISTRI!

JHOWARD COUNTY

DISTRI!

JKENT COUNT

DISTRI!

IMONTGOMERY CNTY

DISTRI!

JPRINCE GEORGE'S

DISTRI!

JQUEEN ANNE'S

DISTRI!

/ST MARY'S CNTY

DISTRI!

/SOMERSET COUNTY

DISTRI!

ITALBOT COUNTY

DISTRI!

/WASHINGTON CNTY

DISTRI!

IWICOMICO CNTY

DISTRI!

/WORCESTER CNTY

DISTRI!

/BALTIMORE CITY

h:
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Step

Action

28.

Click the 52 link, or your court location number.

£

29.

negate the need to enter the distribution line information).

follow the remaining steps.

The SpeedChart field with a PCA may be available foreach court location (thiswill

Enter the SpeedChart information, if known. If one does not exist or is unknown,

30.

Scroll down to reveal additional fields.

OIRA
Home | Workist | MutichannelConsole | AddtoFavorites |  Sign out
Favorites . Main Menu > AccountsPayable > Vouchers > Add/Update > Regubr Entry
Vendor ID: 999995999 @ DJUD - Single Payment Vendor Session Defaults
SINGLE PAY-1
Atachments (0)
Location: 1 Q ;
—_— Comments(0)
*Address: i Q
Control Group: q PayTems: 7 [NEToo A pue Now B
Invoice Lines: . Basis Date Type: Acet Date
Non ise Summary
~currency: I usDla, Print Invoice
Miscellaneous: =]
Freight: =
Total: 200.00
Difference: 0.00
Calculate
Invoice Lines Find | view A1l First Kl 104 O (a5t
EIE=]
Line: 1 Item: REFUND-000 A yom: EA Q
“Distribute by: Amount - Unit Price: 200.00000 Quantity:  |1.0000 3
Ship To: 52 @ Line Amount: 200.00
SpeedChart: @ pescription: Revenue Refund
[[] One Asset
Calculate
Personalize | Find | view 21| B8 | 8 First Kl 1071 O Lost
Exchange Rate | Statistics | Assets
Copy L Batch Approp
SoPY Line  Merchandise Amt Quantity GLUnt  Account Openitem L0 Fund  Dept Program  WPPIOP - ap
E B 1 200.00 1.0000 MDJUC QY aQ @ Q Q Q Q a [
[l v
B save | =] Motify | | Refresh Er Add Update/Display
Invoice | AOC MD Payment | Pavments | Voucher Atributes | Single Pavment Vendor I

Step

Action

31.

Click the Look up Account button.
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Look Up Account

SetiD: SHARE
Account:  begins with ~ |
Description: begins with ~ |

LookUp || Clear | Cancel |gzsic Lookup

Search Results
ew 100 First [4] 1-234 of 234 [3] Las

J

Account Deseription Account
10 Reqular Salaries

Additional Assistance

Overtime

Shift Differential

Miscellaneous Adjustments
Accrued L eave Payout
Reclassifications

Social Security

Health Insurance

Retiree Health Insurance

Other Post Employment Benefits
Employee Refirement
Employee Pension

Judges Pension

Deferred Com

Unemployment Compensation
Workers Compensation
Turnover Expectancy
Honorariums

::~

I

=
=]
IS

=

=
=]
&

=
=

=

=
]

=
2

=
]
I

2

=
&
2

=
=

=
=
IS

=
=
=3

=]
]

=
=

=
]
e

=
los
B

=
5]
=

=
]
=
&1

Payments to Board Members
Payments to Asst Members
Character Committee Reporis

=
5]
=
=

=
]
=
S

=}
H

Employee Awards
Social Security Confribution

wWWWWWWWWWWWWWWWWWWWWWWWW§

=}
=
&3

Step Action

32. The Look Up Account window displays.

Enter the desired information into the Account field. Enter "54",

33. Click the Look Up button.
Look Up |

34, Click the General Fund link.
General Fund|

35. Enter the desired information into the Batch Agy field. Enter "C52".

36. Enter the desired information into the Fund field. Enter "0001".

37. Click the Look up Program (Alt+5) button.
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Look Up Program

SetiD: SHARE
Program Code: begins with = |
Description:  begins with ~ |

LookUp || Clear || Cancel |Basic Lookup

Search Results

Only the first 300 results can be displayed
ew 100 First [4] 1-300 of 300 [3]

Program Code Description
Payroll
CIRCUIT COURTS FED
CC ALLEGANY COUNTY GF
ALLEGANY - LAND IMP_ FUND
ALLEGANY - PAROLE & PROBATION
ALLEGANY - NATURAL RESOURCES
ALLEGANY - LOCAL REVENUE
ALLEGANY -CIGARETTE SPEC_RET.
ALLEGANY -SUNDRY
ALLEGANY - MD SUBS ABUSE FUND
ALLEGANY - CRIM IN.J COMP FND
ALLEGANY - VICTIMS CRIME FND
ALLEGANY - VICTIM & WITNESS
ALLEGANY - PROP TRANSFER TAX
ALLEGANY - CREDIT CARDS
ALLEGANY - FORECLOS MEDIATION
ALLEGANY - CHARGEBACK CLEAR AC
CC ANNE ARUNDEL COUNTY GF
ANMNE ARUNDEL - LAND IMP_ FUND
ANME ARUNDEL - PAROLE & PROBAT

ANNME ARUNDEL - NATURAL RESOURC
ANNE ARUNDEL - LOCAL REVENUE
ANME ARUNDEL -CIGARET SPEC RET
ANNE ARUNDEL -SUNDRY

Step Action

38. The Look Up Program window displays.

Enter the desired information into the Program Code field. Enter "52".

39. Click the Look Up button.
Look Up |

40. Click the 5201 link.
5201

41. Enter the desired information into the Approp Number field. Enter "A5200".

42, Scroll to theright to reveal additional fields.
[ i |

43. Enter the desired information into the Approp Yr field. Enter "AY2014".

44, Click the Look up PCA (Alt+5) button.
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Look Up PCA

SetiD: SHARE
Program Cost Account: begins with ~ |

Description: begins with ~ |

[ Lookup || clear || Cancel |asic Lookun

Search Results

Only the first 300 results can be displayed.
ew 100 First [ 1-300 07300 [

1t Description
COURT OF APPEALS
COURT OF SPECIAL APPEALS
CIRCUIT COURT JUDGES
DISTRICT COURT
MD JUDICIAL CONF
ADMIN OFFICE OF COURTS
COURT RELATED AGENCIES
STATE LAW LIBRARY
JUDICIAL DATA PROCESSING
FAMILY L AW AND SERVICES DIVIS
HELICOPTER FUND JIS
DC DRUG COURT GRANT GEN FUNDS
DISTRICT COURT - FEDERAL FUNDS
GENERAL FUND RESERVE
JUDICIARY CLEARING ACCOUNT
CIRCUIT COURTS GEN
LAW CLERKS
DC SPECIAL FUNDS
ADMIN OFFICE OF COURTS
STATE LAW LIBRARY
LAND RECORD IMPROVEMENT
CC MASTER CSEU

=
=
5

=
=
@

=
=
2

=
2

=
=
@
&

E

z

=
=
<

=
=
{3

2

=
=
(s

=
=
3

=
=
5

=
=

=
=

=
=

CC MASTER CSEU FED FUNDS
CIRCUIT COURT MASTERS

=
N

=
fnd
o

Step Action

45. The Look Up PCA window displays.

Click the DISTRICT COURT link.
DISTRICT COURT

46. Click the Attachments (0) link.

Attachments (0
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Favorites | Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry
[¥] Related Content (0 New Window ? Help [ Personalize Page &, htip
Voucher Header Attachment
ze | pina | view A1) BU) 5 First Kl 3
Step Action
47. The Voucher Header Attachment page displays.
Click the Add Attachment button.
[ Add Attachment
48. Click the Browse... button.
[Browss.. |
49. Once you find the appropriate document, select it and click the O pen button.
Note: This is where the court-approved document should be attached for DBF
review.
Open
50. Click the Upload button.
Lpload
51. Enter the desired information into the Description field. Enter "Document for
review".
52. Click the OKhbutton.
53. Click the Save button.
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Step Action
54, Click the Action list.
55. Click the Budget Checking list item.
|Budget Checking |
56. Click the Run button.
| Run ||
I[))’Z z:: :r::;;o (v_::!:;:e process ta be completed? Voucher will be displayed after
Step Action
57. Click the Yes button.
Yes
58. Click the Summary tab.

Summary |
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ORA
Home | Workist | MutichannelConsole | AddtoFavorites |  Sign out
Favorites = Main Menu > AccountsPayable > Vouchers » Add/Update > Regular Entry
[ RelateContent I Newwindow 7 Help [ Personalize Page & http
m Related Documents ' Invoice Information  AOC MD Payment " Payments | Voucher Aftributes  Single Payment Vendor [}

Business Unit: MDJUD Invoice Date: 06/17/2013
Voucher ID: 00002653 Invoice No: CASE TRAIN
Voucher Style: SinglePay Invoice Total: 200.00 usD
Contract ID:
Vendor Name: MDJUD - Single Payment Vendor Pay Terms: Due Now
Voucher Source: Onling
Entry Status: Postable Origin: ONL
Maich Status: No Watch Created: 06/17/2013
Approval Status: Approved Created By: andrew.somers
Post Status: Unposted Modified: 06/17/2013
Modified By: andrew.somers
Doc Tol Status: Valid ERS Type: Not Applicable
Budget Status: valid Close Status: Open
Budget Misc Status: valid
*View Related Payment Inquiry *| g
[F Save  {£L Return to Search Notify | | @ Refresh B Add| [
Summary | Related D | Imvoice ion | AOC MD Payment | Payments | Voucher Atiributes | Single Payment Vendor | Error Summary

Step Action

59. The Summary tabdisplays.
Review the Summary Page:
Once the payment hasbeen processed for budget checking, due to workflow which

is setup for Accounts Payable, your Approval Status should be ‘Pending.' Thiswill
now be routed through Workflow to the court supervisor for approval.

60. You have successfully completedthe Processing Revenue Refunds topic.

You have learned howto:
- process and review your revenue refunds
End of Procedure.

Course Summary

N

Congratulations!

You have successfully completedthe AR240 Managing Customer Billing, Receivables and
Customer Payments - DBF course. In thiscourse, you have learned how to:
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e Understand payment processing

e Process employee payroll advances

e Process paymentstransmitted from MD State Treasury Interface
e Process interest payments

e Process ashestos payments

e Process federal tax liens

e Process landlord tenant payments

e Process grant wire payments

e Process revenue refunds

We hope that youfound thisclass informative, interactive, and fun. Check out other GEARS
trainingcourses, available onthe GEARS website at http://courtnet/gears/index.html
(http://courtnet/gears/index.html).

We are always looking for opportunitiesto improve our courses. If you have ideas on improving
thiscourse please share your feedback by sending us an email at gears@mdcourts.gov
(mailto:gears@madcourts.gov).
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